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FOREWORD 



This manual is in three parts — part one, company administration; 
part two, regimental administration; and part three, special compo- 
nent- — Women's Army Auxiliary Corps (WAAC). So closely inter- 
woven are regimental administration and company administration 
that it is impractical to consider one without the other. The regi- 
mental adjutant and personnel officer should be thoro uglily familiar 
with the details of company administration; and the company com- 
mander should b|e conversant with the procedures and objectives 
regimental administration. 

Both adjutant and company* commander are administrators. 
Only by the closest cooperation can their common purpose — success 
in combat — be attained. When administration is inefficient and 
the orderly processes are cluttered with misunderstandings and lack 
of knowledge, the training program suffers. When administration 
is efficient and there is teamwork, training proceeds unhampered 
and the chances of success in combat are improved. 

While the procedures and suggestions described in this manu 
pertain to an infantry rifle company and an infantry regiment, they 
are, with only minor variations, applicable to similar organizations 
throughout the Army. A specific company and a specific regimen^ 
both fictitious, have been chosen as illustrative examples, because it ' 
felt that instruction can best be imparted by specific example. A 
typical soldier — one Michael J. Kelsey (also fictitious) — has been 
selected to show the administration procedures which are required 
in inducting (or enlisting) an enlisted man and administering his 
affairs during his military career. 

In some instances, the text of this manual is repetitious. This 
deliberate, so that each description of a procedure or a policy will 
complete in itself. 

Army Regulations and directives are constantly changing, es- 
pecially in these days of emergency. The reader should be careful, 
therefore, to consult his files for current changes. This manual 
can do no more than point the way, discuss the fundamental factors 
which govern, and give the reader a comprehensive understanding of 
the administrative problems of company and regiment, with the hope 
that he will be inspired to make his company and his regiment the 
best-administered organization in the ^rmy. 
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PART ONE 



COMPANY 



Chapter 1 



GENERAL 



1. Administration begins in the company (or similar organization). 
That is where enlisted men live and work, where changes in their status 
take place. That is where they are fed, housed, clothed, disciplined, 
and trained to become efficient, high-spirited fighting teams. The 
entire process of administering their affairs — from squad to War De- 
partment — depends in large measure upon the initial action of the 
company commander. If that first action by the company com- 
mander and his lieutenants is sound, speedy, and accurate the admin- 
istrative process throughout the Army may thep. become a smooth- 
running operation of which the tactical commander is scarcely conscious. 

2. a. Thus the company commander is a key person in Army ad- 
ministration. His responsibility is a heavy one. He must carry this 
administrative responsibility in addition to his responsibility for tacti- 
cal training. Without careful planning, one or the other is likely to 
suffer. 

b. The solution of the problem is for the company commander to 
delegate specific administrative duties to his officers. His second 
in command should carry the greater part of the administrative bur- 
den, so far as regulations permit; or the company commander may 
delegate certain administrative duties to other company officers. This 
responsibility, however, he cannot delegate — that is inherent in the 
command function. He alone is responsible for training and admin- 
istration of the company. His skill as a commander is measured to 
a considerable degree by his ability to decentralize administrative 
duties and then to supervise the work of his assistants. 

3. Within the company, administration falls into three general 
classifications: management, record keeping, and reporting. 

a. Management includes the management of the organization, or 
business management, and management of individuals. Organiza- 
tion management is the operation of those utilities which pertain to 
housing, messing, clothing, and unit funds. Individual management 
is the art of handling men and may be summed up in one word — 
leadership. 
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b. Record keeping and reporting likewise fall into two classifications: 
organizational record keeping and individual, or personnel, record 
keeping and reporting. The term "record keeping" should be under- 
stood to mean the recording of executive action taken, and "report- 
ing" to mean reports rendered on individuals or organizations on 
which future executive action may be predicated. 

4. Within the company, the organization records include: the com- 
pany morning report, which is both statistical and historical, and which 
is the general ledger upon which other accounting documents and pro- 
cedures are based; the daily sick report, also statistical and historical, 
forming with the morning report another source from which data are 
obtained for individual records; the duty roster, a record which en- 
ables the company commander to distribute equitably the burdens of 
guard, fatigue, and other details among the members of the organiza- 
tion; the range record, a statistical record, which shows the degree of 
firing proficiency reached by each member of the organization; and 
the file of company orders, a legal and official historical record of 
executive action affecting both the organization and its individual 
members. All of the above are organization records pertaining to 
personnel. Other organization records have to do with the operation 
of organization utilities: supply, mess, and management of the com- 
pany's fiscal affairs. 

5. Individual or personnel record keeping is an integral part of the 
Army personnel system, closely interwoven with organization record 
keeping and with personnel management. Under the reorganization 
of the Army personnel system, the methods of maintaining personnel 
records, both historical and statistical, have undergone considerable 
alteration. The new system is simpler, more rapid, and more ac- 
curate. The statistical phase of personnel record keeping, as it con- 
cerns both the individual and the company, is now performed at regi- 
mental headquarters by the unit personnel section. From the com- 
pany morning report, data concerning the change of status of each 
individual are abstracted in the unit personnel section and entered in 
certain individual records and reports. 

6. The Army personnel system relieves the company commander of 
many of the irksome details of manual record keeping and obviates the 
handling of much correspondence concerning the individuals of his 
command. Its purpose is to assist the company commander and the 
commanders of other echelons by improving the methods of statistical 
record keeping. But it does not relieve the company commander 
of responsibility for the efficient administration of the affairs of his 
company. 
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7, It must always be remembered that record keeping and reporting 
are only a small part of administration and management. "Paper 
work," so called, is nothing more nor less than the recording of past 
executive action, or the recording of facts upon which future executive 
action may be based. Planned and intelligent management will re- 
duce routine paper work to a minimum. Recording and reporting 
are a necessary part of administration and management; but they are 
only a part. They are the result of action, not action itself. Good 
" paper work" causes no trouble. It is only bad paper work that brings 
confusion, uncertainty, and trouble. 
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Chapter 2 



BUSINESS MANAGEMENT— PROPERTY 



Section I. General 

II. Property records and reports 




Section I 



GENERAL 



8. Consider the company as a corporate body, organized to accom- 
plish a definite mission. A corporation is organized under a charter 
and has a constitution and bylaws. The charter, which prescribes 

, the number of - incorporators, would correspond to the Tables of 
Organization, under wjiich the infantry rifle company contains 198 
persons. The constitution and bylaws of the civil corporation may 
be compared to the Articles of War and Army Regulations, which 
govern the administration of the Army. For convenience and 
efficiency in the various executive functions which constitute manage- 
ment, the corporation is usually divided into departments. The 
company in the Army is similarly divided. It consists of four depart- 
ments: property, mess, fiscal, and personnel. While each is a different 
phase of company management, they are interdependent parts of the 
whole. Various techniques and records are required in the manage- 
ment of these departments. Detailed supervision of the depart- 
mental operation may be delegated to subordinates, but the responsi- 
bility for smooth, efficient operation of the whole still rests with the 
company commander and cannot be delegated. The company com- 
mander is the general manager. To be a successful general manager, 
he must exercise, in full measure, the essential and indispensable 
qualities of leadership. 

9. The company commander's function with respect to property 
management includes procurement, issue, care, and accounting of the 
equipment and supplies issued by the several arms and services for 
the use of his organization. Tables of Basic Allowances set up the 
number, kind, and type of various articles of equipment to which any 
organization is entitled. Property issued to the company falls into 
three general classifications: 

a. Organizational property which is common to and used by the 
organization as such, and is listed in Tables of Basic Allowances for 
that particular type of organization. 
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6. Camp and garrison equipment, which includes property or 
equipment not listed in Tables of Basic Allowances and is generally 
drawn on memorandum receipt from an officer of the station comple- 
ment who has been designated as custodial officer for the unit. 

c. Individual property which includes equipment and clothing for 
each man. 

10. a. Initial issue of Tables of Basic Allowances equipment is 
made to the company commander by the supply officer of his unit 
without requisition; that is, by the regimental or corresponding supply 
officer. The company commander need not give a memorandum 
receipt for articles of Tables of Basic Allowances equipment so drawn. 
For any additional equipment after initial issue, the company com- 
mander must place a requisition with the unit supply officer. The 
company commander is, nevertheless, responsible for all property 
pertaining to his command, whether he receipts for it or not. In the 
case of clothing and individual equipment, the receipt by the soldier 
is acknowledged on W. D., A. G. O. Form No. 32 (Individual Clothing 
and Equipment Record) (see fig. 2). 

b. Property issued to an officer, enlisted man, or other individual 
should be receipted for on W. D., Q. M. C. Form No. 487 (Memo- 
randum Receipt) (see fig. 1), or in the case of an enlisted man it may 
be entered on W. D., A. G. O. Form No. 32. This memorandum re- 
ceipt (used as either a debit or a credit slip) is prepared in duplicate. 
In the case of a debit slip, the original is signed by the officer or 
individual receiving the articles, and the duplicate is initialed by 
the issuing person and is retained by the individual receiving the 
property. In the case of the credit slip, the original is signed by the 
responsible officer and turned over to the person turning in the 
property as his receipt. 

c. The custodial officer draws camp and garrison equipment from 
the post property officer, and issues it to the company commander. 
The company commander is not concerned with the requisition of 
such property. However, he must contact the custodial officer for 
replacement and additional equipment pertaining to post, camp, or 
station. 

11. The regimental or similar unit supply officer must furnish to 
each company or similar unit commander a company property book 
showing in detail the articles prescribed in Table of Basic Allowances 
for his unit. This property book will be maintained by the company 
or similar unit commander and will reflect at all times — 

a. Quantities of each article prescribed by Table of Basic Allow- 
ances for his unit. 
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b. Quantities of each article in serviceable condition actually on 
hand in the organization. 

c. Quantities of each article not on hand, with validated requisi- 
tions for such articles. 

d. Quantities of each article in excess of the authorized allowance, 
with written authority therefor. 

6. Articles required to be accounted for by serial numbers. 
j. Articles designated as "supervised property" (AR 20-35 and 
AR 35-6640). 

12. When an individual enlisted man is transferred from one unit 
to another, he takes with him the individual clothing and equipment 
issued to him on Table of Basic Allowances. This clothing and 
equipment is listed on W. D., A. G. O. Form No. 32, and Form No. 32 
accompanies the service record to the man's new organization. In- 
dividual equipment, in addition to Table of Basic Allowances property 
issued for training purposes, is turned in upon permanent transfer of 
the enlisted man and is reissued when needed. Clothing and equip- 
ment which is Table of Basic Allowances property need not be accounted 
for after issue and the company commander of the man's new com- 
pany does not pick it up on his company property book; but he does 
hold the man responsible on W. D., A. G. O. Form No. 36 (Statement 
of Charges) for any of this property damaged or lost through the 
soldier's own carelessness. However, if the soldier takes with him 
property which cannot be dropped from accountability, this property 
is listed as follows: 

a. Property on company property book; listed on W. D., A. G. O. 
Form No. 35 (Individual Clothing Slip) in duplicate. Company 
commander and the soldier sign both copies. One copy is filed with 
company property book (initial company) as a credit voucher and one 
copy is forwarded with the service record and becomes a debit voucher 
to the company property book of the new company commander. 

b. Post property; listed on W. D., A. G. O. Form No. 35 utilizing 
blank lines without regard to printed group headings. Made in 
quadruplicate. All copies signed by soldier and by company com- 
mander in space "Name of witnessing or issuing officer." Heavy 
line is drawn in ink through each blank space in the column "Quantities 
issued" on all copies before enlisted man signs. Original copy is re- 
turned to the accountable officer; other copies go with the soldier's 
service record to new organization. 

13. a. Individual responsibility for property will be enforced by 
disciplinary action. Pecuniary responsibility of an enlisted man will 
be enforced by W. D., A. G. O. Form No. 36 (Statement of Charges) 
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(see AR 345-300) or W. D., A. G. 0. Form No. 15 (Report of Survey.) 
(see AR 35-6640). 

6. In the event that a soldier to whom nonexpendable Government 
property has been issued, loses, damages, or destroys such property 
through failure to care for it, he may be required to pay for it. If, 
when called upon to produce the property, he does not have it, the 
soldier should then be called upon to sign W. D., A. G. O. Form No. 
36 (see fig. 28). 

c. However, not all lost, damaged, or destroyed property is paid 
for by the soldier to whom such property is issued, or by the company 
commander. Army regulations recognize the fact that property 
may be lost, stolen, damaged, or destroyed, or worn out in the public 
service, and as an incident to such service; and that in such case no 
individual should be held liable for its loss, damage, destruction, or 
unserviceability. Therefore, in order to relieve the responsible officer 
of his responsibility and his pecuniary liability, such property may 
be "surveyed"; or if it has become unserviceable through fair wear 
and tear in the public service, it may be listed on an inventory and 
inspection report and disposed of by the action of an inspector general 
or a speeial inspector. 

14. There are two general classes of property: nonexpendable and 
expendable. Nonexpendable property is that of a permanent or 
semipermanent nature and of such character that it does not lose its 
identity through use. For example, rifles, field glasses, tents, stoves, 
motor vehicles, are nonexpendable property,; whereas ammunition, 
cleaning and preserving materials, paper, ink, stencils, and materials 
which are consumed by use, or which lose their identity (ink, for 
example, is both consumed and loses its identity when used) are 
classed as expendable property. 

Section II 
PROPERTY RECORDS AND REPORTS 

15. The following forms are required for the issue of property to 
an organization and for the accounting procedures after the property 
is received by the company or similar organization: 

Requisition (W. D., Q. M. C. Form No. 400). 

Requisition and Receipt for Stationery and Office Supplies 

(W. D., Q. M. C. Form No. 412). 
Requisition and Receipt for Cleaning and Preserving Materials 

(W. D., Q. M. C. Form No. 413). 
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MEMORANDUM RECEIPT 

•OKKBCK* DEBIT SLIP 
• Ittuedto 1 Lt* Col. George Smith _ 
PUoe ?ort..pix # ...H # .J[ f ... Date 1 1© 42 



j^rtermastar Property 

'(Nam* oi ropply bcmncnj 



NO. 


STOCK NO. 


AftTICUCS 


26-C 1 Cot j steal* 


1 


27-14-760 ! Mattress, cotton* 


1 


27-C-3355 


Cover^ mattress* 


4 


27-S-7090 


...fce.4..te.*.lQfte 


i 


27-M25"" 


Pillow, feather 


2 


27-P-570 


Cases j pillow, cotton 


4 


27-B-678 


Blankets, wool, 0.D* 






3j pounds 1CL934. 






LAST ITEM 



MEMORANDUM RECEIPT 

* CREDIT * WBQEXX SLIP 

Unrf \ Lt* Col* George Smith _ # „ 

• Turned in by/ l66& 'inf antry * 

PUoe Fort ..I&Xa..!, J,.. Date ..«Tun« , 1»42.. 



.?^* 6 .?™?.5 6 r Property 

(Nam* of ropply btancfc) 



NO. 

IT 


STOCK NO. 


articles 


26-C Cot A steel. 


i 

i 


27-M-760 


.MftttreS8 A .„Qfft.tPflU 

.GQVfira-.mat^re.ss^ 


4 


27-S-7090 


.Shee.ts.*...cp.t.tQna..bl.e.a.cb.e.<ij.. 
bed 






1 

2 


27-P-42^ 
27-P-570 
27-B-67.8.. 


J&Uqw*. fea.th.er* 

£&ses x ..pnipwj_.cottoa. 

.Blanks.tfi*. *.<)Q\+..Qj>J)+ 

3i..poundfl..M1954- 






USX..XXBI 



Received 



No. 



ired the above-named articles. Received the above-nsn^Aio^ j( ^C^t>^ 
QfS^^^^rV GEORGE SMITH mEJRT .X..._JqM 

(pjjn attr a wtth'ranfc and V rgMdasttoo ) (Signature with rank mi oc tanti a lton ) 



Lt, Col. 100th Infantry 



Q. M. C. Worm 487 
B*n*»d May i*. ltd • Strlk* oat wordi not apettoabta. 



^ No. . - 

Q. M. C. Form 487 
t Havlwd May 14. 1931 • fltrlke out words not appJteabla. 

Figure 1. 



Requisition and Receipt for China and Glassware (W. D., 

Q. M. C. Form No. 414). 
Company Property Book. 

Individual Clothing Slip (W. D., A. G. O. Form No. 35). 
Individual Clothing and Equipment Record (W. D., A. G. O. 

Form No. 32). 
Statement of Charges (W. D., A. G. O. Form No. 36). 
Report of Survey (W. D., A. G. O. Form No. 15). 
Inventory and Inspection Report (W. D., I. G. D. Form 

No. 1). 

16. a. When the company is activated or when new men join, the 
company commander will want to get them into uniform at the 
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earliest possible moment. In normal times each enlisted man, upon 
enlistment in the Army, is entitled to an annual clothing money- 
allowance, against which is charged the money value of the clothing 

INDIVIDUAL CLOTHING AND EQUIPMENT RECORD 




Kelsey 



Michael 



# J^C Techn, 5th Grade 

(Grade) 



James 



30766766 

"(AraywrWnumbi 



Company L, 100th Infantry 



® Front. 
Figure 2. 



issued to him during his term of enlistment. The balance, if any, 
remaining at the end of the enlistment period, is paid to the soldier 
in cash. 
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b. The annual clothing money allowance has been discontinued, 
however, during the emergency, and the necessary clothing and 
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Figure 2— Continued. 



equipment are issued to each soldier on W. D., A. G. O. Form No. 32 
(see fig. 2). 

17. In order to expedite the issuance of clothing and equipment to 
the soldier, it is advisable for the company commander to have 
Forms No. 32 prepared in advance by typing in the name and Army 
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serial number of the soldier at the bottom of page 1. The grade 
and organization of the soldier, however, are entered only in pencil, 
and are changed from time to time as the occasion warrants. The 
date of issue at the top of the column can be filled in in advance, also 
the quantity of each item to be issued. Where no quantity of any 
item is issued, a diagonal line should be drawn through that square. 
In this way, only the sizes remain to be filled in by the issuing officer. 
The same procedure is followed in preparing the form for the issuance 
of equipment. 

18. After clothing and equipment have been issued, the soldier # 
initials the form as evidence that he has received the items, and the 
issuing officer initials the form as evidence that he has made the 
issue. The form is then filed with the company records and consti- 
tutes a record of sizes. The soldier is responsible for the proper care 
of clothing and equipment issued to him. 

19. It is customary to issue clothing in accordance with climatic 
conditions, cotton usually being issued for hot weather. When cli- 
matic conditions make an issue of wool advisable, cotton may be 
turned in or may be retained, as higher authority directs. 

20. a. Clothing may also be issued to the individual soldier on 
W. D., A. G. O. Form No. 35. This form is used, however, only as 
an interim form, for example, when a prisoner is issued clothing 
temporarily, or a soldier on detached service requires additional 
clothing. 

b. In case of transfer, items other than clothing carried on the 
property book may be transferred with him on W. D., A. G. O. 
Form No. 35, or clothing may be drawn individually by him (see a 
above) on this form, and then recorded on W. D., A. G.O. Form No. 32. 

21. Property drawn by the company and not immediately issued on 
memorandum receipt to individuals for use should be retained in the 
company storeroom under lock and key. When the company com- 
mander feels that he has sufficient confidence in the supply sergeant to 
entrust to him the key to the supply room, he may do so; but the com- 
pany commander himself retains full responsibility for the safekeeping 
of property. 

22. a. There should be a complete physical inventory at least once 
every 6 months of all property which is in the company and in the 
storeroom, as well as property kept in barracks and mess halls for daily 
use. The company commander should personally make this inven- 
tory. He should also make frequent spot checks of various items, both 
in the possession of the men and in the supply room. Platoon 
commanders should make frequent spot checks of the property in the 
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hands of members of their platoons. All ordnance property should be 
checked monthly by serial numbers. 

b. Upon taking command of an organization and assuming responsi- 
bility for property, an officer should make a careful physical inventory 
jointly with the officer whom he is superseding and should compare the 
results of the inventory with the list of property in the company prop- 
erty book. Differences should be accounted for by validated copies 
of requisitions, reports of survey, statements of charges, or inventory 
and inspection reports. 

c. In event that property is lost, damaged, or destroyed, there are 
two methods of securing relief from pecuniary liability ; and placing 
responsibility: 

(1) W. D., A. G. O. Form No. 15 (see fig. 3 and AR 35-6640). 

(2) W. D., A. G. O. Form No. 36 (see fig. 28 and AR 345-300). 
23. a. W. D., A. G. O. Form 15 is made in triplicate, by the officer 

responsible for the property being surveyed. A separate report of 
survey is made for property pertaining to each supply arm or service, 
such as quartermaster property, ordnance property, signal property, 
etc. Detailed instructions as to the proper preparation, routing, and 
action on reports of survey are set forth in AR 35-6640, which estab- 
lished a simplified system of property accounting. See figure 3 for 
example of a report of survey properly accomplished, covering the 
destruction of Table of Basic Allowances, quartermaster property in 
possession of Company L, 100th Infantry. This report of survey is 
made in accordance with instructions contained in Circular No. 105, 
W. D., 1942. Note that on the top of the printed form, over the name 
of the responsible officer, is written the words, "No account ability"; 
also, after the printed words, "Accountable officer," the word "None" 
is written. Under the property accountability system established by 
Circular No. 105, W. D., 1942, Table of Basic Allowances, property 
pertaining to the company is dropped from accountability when it 
is isstied to the company on shipping ticket and entered in the com- 
pany property book. Note that with this report of survey only 
one exhibit is attached, this being the approved report of a board 
of officers appointed by the regimental commander to investigate the 
fire in which these articles were destroyed. Also note that the 
affidavit is executed by the supply sergeant because he was the person 
in whose immediate custody the property was placed and because he 
had personal knowledge of the facts of the loss. The company com- 
mander might make recommendations, if pertinent, as to the disposi- 
tion of the property being surveyed, but in this case the property is 
entirely destroyed, hence no disposition is possible. 
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6. Under the heading "Date and circumstances" should be entered 
a brief but adequately detailed account of the facts and circumstances 
of the loss of the property "and the date. The principal statement of 
fact made in describing the loss, damage, or destruction of property 
should be supported by an affidavit. Such statements, made in 
affidavit form and showing the total money value, are called "exhi- 
bits," and are listed as "Exhibits A to Z— R/S (date)." If several 
different articles are on the same report of survey, and if they were 
lost, damaged, or destroyed at different times and under different 
circumstances, a statement under "Date and circumstances" should 
be entered for each, together with supporting affidavits for each. 
Reference to such statement should be made in the proper place on 
the report of survey. In the interests of reducing paper work and of 
expediting action, evidence supporting reports of survey should be 
reduced to the barest essentials. 

c. The affidavit in the lower left column must be subscribed to by 
the responsible (or accountable) officer, or by the person (officer or 
enlisted man) having personal . knowledge of the jacts sworn to. If the 
affidavit is signed by the company commander or by the officer 
initiating the report of survey, the certificate in the next column need 
not be signed. The obvious reason for calling one an affidavit and 
the other a certificate is that, by long usage and customs of the 
service, an enlisted man makes an affidavit in such a case, and a com- 
missioned officer executes a certificate. In the case illustrated in 
figure 3, the supply sergeant, having personal knowledge of the facts, 
is the logical person to execute this affidavit. However, if the 
company commander so desires, he himself may sign the affidavit 
and leave the certificate unsigned. In that case, Sergeant BotwelPs 
affidavit, included as an exhibit, would be sufficient to bring out his 
personal knowledge of the facts. 

d. After the report of survey has been made, it should be checked 
to be sure that the following things have been done: 

(1) Is the class of property — quartermaster, ordnance, medical, 
signal, engineer, etc. — shown? 

(2) Are the designation of the account and the station properly 
shown? 

(3) Are the name, grade, and arm or service of the unit supply 
officer shown? 

(4) Is the date entered? 

(5) Are the stock numbers shown? 

(6) Are items properly described? 

(7) Are costs shown? 
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(8) Are date and circumstances described in sufficient detail to 
enable the surveying officer to understand clearly just what hap- 
pened with regard to the loss, damage, or destruction of the property? 
Are the exhibits listed and described? 

(9) Is the affidavit properly subscribed and sworn to before a sum- 
mary court officer, an adjutant, or a notary public? If before a 
notary public, is the notary's seal placed on the document? 

(10) Is the certificate executed by the responsible officer? 

(11) Is the grand total initialed by the officer initiating the survey? 
e. Property pertaining to more than one supply arm or service will 

not be placed on the same report of survey. 

/. Reports of survey will be made in triplicate. All copies will 
be signed and initialed just as in the original. 

g. All exhibits and affidavits will be made in one copy only. 

h. Three copies of W. D., A. G. O. Form No. 15, with one copy of 
all exhibits, will be submitted to the appointing authority; that is, 
the regimental, separate battalion, or the next higher commander. 
In the case of organizations not belonging to or attached to a regiment 
or a separate battalion they will be submitted to the next higher 
administrative commander. 

24. If the post, camp, or station commander is the appointing 
authority and if accountability for the property in question has 
already been terminated, he is authorized to take final action on 
reports of survey falling within the provisions of AR 35-6640. Such 
reports of survey, when so approved, will be distributed as follows: 

a. The original to the organization commander as a credit voucher 
to his company property book, unless used by him as a replacement 
voucher, in which case it will be used as a credit voucher to the post, , 
camp, or station supply officer's account. 

6. The duplicate copy will be filed by the regimental supply 
officer in the appropriate company's jacket file. 

c. Under such circumstances the triplicate copy will be destroyed 
by the appointing authority. (This procedure applies to post prop- 
erty issued either to tactical organizations or to elements under the 
direct command of the post commander.) 

d. All reports of survey and inventory and inspection, prepared 
under the provisions of this section, will be plainly marked "No 
accountability." 

25. a. W. D., A. G. O. Form No. 36 is the form used when an 
enlisted man loses, damages, or destroys public property issued to him 
on memorandum receipt. It is used when an enlisted man admits 
the loss, damage, or destruction of the property and consents to the 
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REPORT OF SURVEY 

' K ACCOOTTABIUTT 



Aoeountebl* officer . 



. Pwpt.ggt. Marti n C. Woodrlpg. Co.L.lOOth Inf. ft. Mi r l,J f 
*m DatoJMMS^JLBL 



24-8 

24-R-110 
W-C-7390 



Bag, Hater, sterilising 
Serein, latrine, complete 
Roll a , bedding, waterproofed 
Coats, cooks • and bakers % white 
JUSLIXBL 





DATS AND OBCUM8TANCE8* 
The articles of Quartermaster property listed above were destroyed by fire of 
undetermined origin while in the supply room of Company L, 100th Infantry at 
Ft Di* ( N.J., on or,about 0200 July 28, 1942. See Exhibit "A*, approred report 
of Board of Officers, w/allied papers. 



I do 



AFFIDAVIT 
•wear (or Affirm) that the 



Setter on att ached a 
dertroyed, dunued, or . 
araier rfated, white in the pvbho eervice. 

g/Sgt, Co. yttoth Inf. 

(Omteaadocpntetta) 
8nb«Hbed and sworn to (or affinhed) bo- 
fore ma »t Ft.Dix^N^Jjt 



thle. 5**^ day of ...Aug , i«£L. 




v . JOHN A. HAMMOND 
Ma.1 /"100th Inf. Summary ?ourt 



CaTBTBICATI • 

a^suMsS*^ 

(Oada and otf, aoopqntehh or Mpoufbk 4 

Hq,. 



SUtion 
To 



who ie appointed eurveylng officer. 
By order of 



Yooeher No. . 



Figure 3. 



Note. — Initiated by responsible officer (usually company commander) in triplicate. The company 
commander sends all three copies to regimental commander, who appoints a surveying officer; if regimental 
commander (appointing authority) approves recommendations of surveying officer, all copies of reports of 
survey are forwarded to the commanding general of the service command. After review by service com- 
mand finance officer, if the commanding general of the service command approves action of appointing 
authority, the original copy is retained in the office of the service command adjutant general, the duplicate 
is filed in the office of the service command finance officer, and the triplicate is returned to the accountable 
officer through the convening authority. Reports of survey are treated in AR 35-6640. Under the provi- 
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DISPOSITION BY INSPECTOR 



Figure 4. 



sions of AR 35-6640, the regimental commander is authorized to approve the report of survey without refer- 
ring it to a surveying officer, since the amount involved is less than $500.00. In this case, the regimental 
commander having appointed the board of officers to investigate the Are in Company L and having approved 
its findings, he would normally approve the survey without further investigation by a surveying officer. 
His approval would be entered on the back of the form. The regimental commander may delegate the 
authority to approve reports of survey of less than $500.00 to the adjutant. The adjutant's decision must 
be "By order of" the regimental commander. 
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charge against him, or when an approved report of survey assesses 
against the man a charge for lost, damaged, or destroyed property. 
The form itself is self-explanatory (see fig- 28 and AR 345-300, AR 
35-6620, and AR 35-6640). 

b. Before entering a statement of charges against an enlisted man, 
the company commander should interview him. If the enlisted man 
believes that he should not be required to pay for the property, he may 
request that the property be surveyed. If the surveying officer then 
finds that the enlisted man should pay for the property, a copy of the 
approved report of survey is attached to the statement of charges and 
forwarded to the accountable officer as a voucher to the stock record 
account. If the enlisted man does not wish to request a report of 
survey, he should be required to sign a certificate to that effect on the 
face of all three copies of the statement of charges. 

c. If the articles listed on a statement of charges are to be replaced 
to the enlisted man who is charged, the statement of charges is used 
as a requisition and receipt by the supply officer or quartermaster 
making the replacement. In such a case, the following should be 
typed on the face of the form and signed by the company commander: 
"Office of the Supply Officer, 100th Infantry, Fort Dix, N. J., July 
31, 1942. Received the. articles shown on line A of this form. I cer- 
tify that the articles drawn, together with such as are already on hand, 
do not exceed the prescribed allowance, (signed) Martin C. Wood- 
ring, Capt., 100th Inf., Comdg. Co. L." (See fig. 28.) 

d. The statement of charges will be made in triplicate. One copy 
is retained by the company commander, one copy goes to the unit 
personnel officer, and the original goes to the unit supply officer. 

26. When public property is worn out in the public service or be- 
comes unserviceable through fair wear and tear, it may be disposed of 
as may be determined by an inspector. His findings must be approved 
by the authority appointing him or designating him to make the 
inspection, if the articles are controlled items; as to articles not listed 
as controlled, the action of the inspector is final. Property which is 
to be disposed of in this manner is listed on W. D., I.G.D. Form No. 1 
(fig. 4). When this form is executed, it should be submitted to the 
regimental adjutant for further action. The regimental commander, 
through his adjutant, will refer the form to the post, station, camp, 
or division commander, for action by an inspector. The form itself 
is self-explanatory. It is made in triplicate; two copies are forwarded 
to regimental headquarters and one signed copy is delivered to the 
salvage and reclamation officer. The company commander signs the 
certificate on the reverse side of the form. 
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Section I 



MESS MANAGEMENT 



27. The subject of mess management and mess accounts is treated 
in detail in TM 10-205. It is discussed here in relation to the 
operative and executive functions of the company commander. 

28. The main objective of company mess management is proper 
preparation of food, containing the proper nutritive values in such 
quantity as to assure to each soldier ample portions. It is important 
that food be served hot; that the kitchen schedule be so arranged 
that all items of the menu are ready at the same time, or as nearly 
at the same time as possible. Seating of the men should be so 
arranged as to have a noncommissioned officer in charge of each table. 
This noncommissioned officer should see that each man gets a fair 
share of all articles of food served, and that no man r because of his 
timidity or of greediness on the part of any other man, gets less than 
a fair share. 

29. All mess personnel should be examined by the Medical-Depart- 
ment at least once each month and, if found physically qualified as 
food handlers, should be furnished a certificate to that effect. All 
dishes and other utensils should be sterilized by dipping in boiling 
water after each use. Cleanliness of personnel and material is of 
utmost importance. Usually one of the officers of the company is 
detailed as mess officer, but the final responsibility for the managed 
ment of the mess rests with the company commander. 

30. The Quartermaster Corps furnishes all authorized mess equip- 
ment, including stoves, refrigerators, and equipment needed for the 
cooking and serving of food. Each soldier has, as part of his indi- 
vidual equipment, a mess kit containing a meat can and cover, knife, 
fork, spoon, and a cup. 

31. A ration is defined as the allowance of food necessary for one 
man for 1 day. Each soldier is allowed one ration each day. Ob- 
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viously, it would be impractical and uneconomical to give each 
soldier, separately, the component articles of the ration each day. 
Hence, the quantities of the components authorized for each man for 
each day are pooled and are prepared and served in bulk to the 
organization. 

32. The quartermaster at each post, camp, or station and the 
supply officer of a separate regiment or battalion in the field procure 
by purchase or requisition the articles of food which go to make up 
the ration and issue these articles to organizations. For convenience, 
all articles of food which go to make up the ration are grouped under 
the generic term "subsistence stores" or simply "subsistence." 

33. a. There are four kinds of ration: garrison ration, field ration, 
Filipino ration, and travel ration. The garrison ration is that pre- 
scribed for use in garrison, during peace. It is usually the money 
equivalent of the food, although it may be the food itself, or a com- 
bination of both money and food. The field ration is for use in the 
field, and is issued "in kind"; that is, the component parts are issued 
rather than just the money with which to buy the articles of rations. 
The Filipino ration and the travel ration are self-explanatory. 

b. (1) Field ration A. — This ration corresponds as nearly as prac- 
ticable to the components or substitutes therefor of the garrison 
ration. This type of field ration will be issued as often as circum- 
stances permit. 

(2) Field ration B. — This ration corresponds as nearly as practicable 
to the components of field ration A with the exception that non- 
perishable processed or canned products replace items of a perishable 
nature. 

(3) Field ration C. — This ration consists of previously cooked or 
prepared food packed in hermetically sealed cans which may be 
eaten either hot or cold. It consists of six cans per ration as follows: 

(a) Three cans containing a meat and vegetable component. 

(b) Three cans containing crackers, sugar, soluble coffee, and candy. 

(4) Field ration D. — This ration consists of three 4-ounce bars of 
concentrated chocolate. 

(5) Field ration K. — This ration consists of previously cooked or 
prepared foods packaged in moistureproof containers and comprises 
three packages per ration. 

(6) "Five and one" ration. — This ration corresponds to the com- 
ponents of field ration B and includes dehydrated foods which cut 
down weight and bulk. 

34. During the present emergency the field ration is prescribed for 
all units except hospital messes, enlisted men authorized to mess 
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separately, enlisted men serving on Army mine planters, and small 
detachments on temporary duty at places where it is manifestly 
impracticable to issue field rations. 

35. At posts, camps, stations, or such other units as the com 
manding general of the service command may authorize, the com 
manding officer causes to be prepared a standard menu for 1 month. 
This menu includes a computation of quantities of each item which 
goes into the menu, on a basis of what is required to prepare each 
meal for 100 men. After approval by the commanding general of 
the service command, this standard menu for the month is given to 
the quartermaster, who procures the necessary quantities of each 
item needed for the preparation of the menus prescribed. The items 
are issued in bulk to the unit supply officers of the regiment and 
separate battalions, who in turn make issues to individual companies 
or detachments. Under this system, all messes in a given command 
such as a division or post have the same menu for each meal. This 
system has two advantages: it establishes uniformity throughout 
the command, thus leaving less chance for inefficiency in computing 
the ration; and it insures the issuance of rations in kind. 

Section II 
MESS RECORDS AND REPORTS 

36. One of the most important morale factors in any military 
organization is food — plenty of it, of good quality and adequate 
variety. In this respect the United States Army is second to none; 
it is the best fed Army in the world. The operation of a company 
mess is one of the most important functions of command. While 
the company commander may delegate direct supervision of the mess 
to a junior officer, he cannot escape responsibility for efficient mess 
operation. 

37. The War Department has established schools for bakers and 
cooks at several stations. Both within the War Department and in 
the field forces, many experts are constantly working to improve the 
quality of food served in all messes and to improve the method of 
supply. While in the initial organization of a company some diffi- 
culty may be experienced in obtaining competent cooks, it will nor- 
mally be found that the -two cooks who are part of the cadre will be 
able to select and give at least basic training to recruits who have had 
previous cooking experience or who have a natural aptitude for 
cooking. 

38. Essential features of successful mess operation are the keeping 
of accurate mess records and the rendition of the required reports. 
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Comparatively few mess records and reports are required of the 
company commander under the present system of mess operation, 
these are — 

a. Daily ration strength return (fig. 5). — The company commander 
is required, under the provisions of Circular No. 195, W. D., 1941, 
as amended by Circular No. 297, W. D., 1942, to submit each day 
to the unit personnel officer a report of the company strength for 
rations today, and an estimate of the company strength for rations 
3 days (or more) hence. These estimates are either approved or 
corrected in the unit personnel section and are there consolidated with 
similar reports from other companies and detachments in the regiment. 
The consolidated report is submitted daily to the issuing quarter- 

DAILY RATION STRENGTH RETURN 

Organisation Co L, 100th Infg Enter these f igures on monthly 

^ record of ration strength end 

Station Fort Dix» N.J« ration requirements in columns 

_ — indicated on line corresponding 

Date June 2, 194fc ,to date of this report. 

Enlisted strength for rations as per morning report this date 
Officers for nhom rations are required (enter names on 

reverse side) 
Total actual strength for rations this date 
Total estimated strength for rations on June 5 
Corrections as per ration differential 
Rations required for June 6 

Initials, company oommander 

Figure 5. 

Note —Initialed by company commander. Sent to unit personnel office, then to quartermaster. Advis- 
able for company commander to make and retain extra copy. (Numbers in parentheses refer to column 
niimbers in monthly ration strength return.) 
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master or the unit supply officer and shows the number of rations 
required for the regiment for today, and for 3 days (or more) hence. 
The form to be followed by the company commander is explained in 
Circular No. 195, W. D., 1941, and a typical example shown in figure 5. 
After entering the name of the organization and station, the company 
commander enters June 2 as the date of today. Below, he enters 
June 5 as the date for which the advance estimate is being made. 
At the right of the form, the figures in the left column are taken from 
the morning report; those at the right in parentheses invariably 
represent the columnar references on the consolidated report, as in 
Circular No. 195, W. D., 1941. The estimate of 220 rations needed 
3 days hence, on June 5, is an arbitrary estimate by the company 
commander. He knows of no forthcoming increase in strength in 
his company and does not foresee any losses. To provide for con- 
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tingencies, he therefore estimates a modest increase of four to cover 
men who maybe attached for rations. In making this estimated increase, 
however, he must bear in mind that if this overestimate turns out to 
be unjustified on June 5 and the company has not been increased by a 
ration strength of four, an adjustment will be made by the quarter- 
master or supply officer, and Company L will later have to underdraw 
to the extent of four rations. Experience will enable the company 
commander to make fairly accurate estimates, so that over any 
considerable period of time his overs and unders will balance each 
other. The daily ration strength return will be initialed by the 
company commander before being forwarded to the unit personnel 
section. Procedure to be followed in the latter place is described in 
section III, chapter 7, part two. (See also AR 30-2210;) 

b. Duplicate sales slip. — W. D., Q. M. C. Form No. 386 (Cash Sales 
Slip (Book Form)), prepared by the quartermaster, accompanies each 
issue of rations in kind by the quartermaster. This is similar to an 
invoice and simply shows the quantity of each item issued to the 
company. 

c. Daily stock record— W. D., Q. M. C. Form No. 340 (Daily Stock 
Record — Bill of Fare) is what the name implies. On this form is 
kept a daily inventory of stock on hand. This form lists the com- 
ponent items of subsistence stores, with proper columns for entering 
the quantities of each. It is used by organizations which operate on 
the garrison ration with a ration saving. Most organizations, during 
the emergency, operate on a field ration, with a standard menu and 
without ration savings. This form is not used by these organizations, 
since rations are issued in kind and in quantities specified for each 
menu. 

d. Monthly statement of mess accounts. — This statement is kept by 
organizations operating on the garrison ration where ration savings 
are earned. W. D., Q. M. C. Form No. 469 (Monthly Mess Account) 
may be used for this purpose, or the regimental commander may 
prescribe some simple form of assets and liabilities which simplifies 
the accounting in Form No. 469. Where the field ration is used, as 
it now is in most organizations, a monthly statement is unnecessary 
since rations are issued only in quantities required by the standard 
menu. 
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Section I 



PAYMENT OF COMPANY 



39. The commander of a company, troop, battery, or similar organ- 
ization deals with two classes of funds: appropriated funds, which are 
paid to the men; and unit, or company, funds. In paying the men 
(with appropriated funds), he acts as agent officer. In handling com- 
pany funds, he acts as official custodian of the fund and as president 
of the company council. 

40. a. As agent officer, he is detailed by higher authority as a class 
A agent officer, responsible to the disbursing officer of the division or 
post. In this capacity, he becomes the temporary custodian of and 
disbursing officer for certain public funds. The most common case 
is in the monthly payment of the men of the company, when, almost 
invariably, the commander is detailed as class A agent officer for the 
payment of his company. Another occasion when the company 
commander may act as agent officer is during a change of station by 
his company, so that in the course of the journey he may purchase, or 
may pay for rental of, ground upon which the company bivouacs, or 
rental of hotel or other quarters for his men. 

b. The company commander, as agent officer, is pecuniarily liable 
for any loss and for return to the disbursing officer of any unexpended 
portion of the fund entrusted to him. 

41. Pay rolls, — a. The monthly pay roll for members of the com- 
pany is prepared by the unit personnel officer and is sent to the com- 
pany in advance of pay day. There it is signed by each man in the 
space opposite his typed name. The pay roll is made in triplicate, on 
War Department Form No. 366 and 366a (Public Voucher— Pay Roll 
of Enlisted Men) (see fig. 27). Only the original copy is signed by 
the enlisted man. After having been signed, all copies are returned 
to the unit personnel section. The original and one copy are tluen 
submitted to the disbursing officer. When the pay roll is ready for 
payment, the disbursing officer requests the commanding officer of the 
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post, camp, station, or division to detail from each organization an 
officer to act as a class A agent officer for payment of the troops of 
that organization for the month covered by the pay roll. This is 
usually the company commander. 

6. On the date and at the hour designated by the disbursing officer, 
or by the regimental adjutant, the company commander reports to the 
disbursing officer, from whom he receives both copies of the company 
pay roll and the total amount of money shown on the roll, in cash. 

c. Payment is usually made in the company area or other conven- 
ient place. At the pay table sits the company commander — with the 
pay roll, the money, and possibly the company clerk to help him; 
also the witnessing officer, who witnesses each payment made. The 
names of the men appear on the pay roll in order of grade, and alpha- 
betically under each grade. As the company commander or the first 
sergeant calls out the name and grade of each man, he answers "Here, 
sir," steps forward, salutes, and receives his pay. He then passes to 
the collection table and announces his name and grade. 

d. If the pay status of any man for the month covered by the pay 
roll has changed between the date of his signing the pay roll and the 
date of payment, a line is drawn through the man's name with red 
ink and he is not paid on that pay roll. A supplemental pay roll, 
containing the names of all men entitled to pay but not paid on the 
regular pay roll, is made up after the payment of the regular pay roll, 
and such men are paid at a later date. After the disbursing officer 
has entered the amounts against a man's name on the pay roll, neither 
addition nor subtraction may be made by the agent officer who makes 
payment. 

e. Immediately after the last man is paid, the company commander 
executes the certificate on the face of the original copy and on the 
duplicate copy of the pay roll. Any money not paid out is returned 
to the disbursing officer, together with both copies of the pay roll. 

/. W. D., A. G. O. Form No. 28 (Soldier's Individual Pay Record) 
will be issued to each enlisted man at the time his service record is 
initiated. The record is in the form of a small booklet. It is used to 
make casual payments to enlisted men on detached service and upon 
transfer, before arrival of service record at new station. Full instruc- 
tions for its use are printed on page 8 of the booklet, and are contained 
in Circular No. 149, W. D., 1942. The pay book is described in 
section II, chapter 5, part two. 

g. The agent officer who makes payment cannot sign the pay roll as 
witnessing officer. The witnessing officer should be another officer 
of the company who actually witnesses the payment. 
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COMPANY FUND 



42. General. — a. In addition to his duties as agent officer for the 
payment of public funds appropriated by the Congress, the company 
commander is the legal and official custodian of nonappropriated funds 
pertaining to his organization, the principal one of which is the com- 
pany fund. The company fund accrues to the organization from 
several sources and is divided into two sections which are accounted 
for separately. These two sections are "company fund, ration sav- 
ings/' and "company fund, other funds." AR 210-50 covers unit 
funds in detail. Ration savings apply only in those cases where the 
garrison ration is authorized. Both ration savings and other funds 
may be used only to benefit all men of the company. 

b. The ration savings section of the company fund is that money 
paid to the company under the system set up in AR 30-2210. In 
peacetime operation, this is usually a substantial amount of money 
each month. With it many purchases are made from civilian firms 
dealing in meats, fish, and foodstuffs of various kinds. Its use is 
limited to the purchase of food. j 

c. Company funds, other funds, although deposited in a bank with j 
company funds, ration savings, are nevertheless accounted for as a 
separate part of the whole company fund. Company funds, other 
funds, may be expended for a variety of purposes for which ration 
savings may not be used. They come from several sources. The 
chief source of income is usually exchange dividends. The company 
fund, other funds section, is an instrument of service to the members 
of the company. In theory, each man in the company owns an equal 
share of the net value of the fund. Disbursements from the fund may 
be made only for the good of the whole company, as determined by 
the company council. 

d. A company fund is for use, not for hoarding. The company 
council should carefully consider any proposed use of company fund 
money, so that every expenditure is for something which cannot be 
obtained as an article of issue from any of the supply arms or services, 
and which will benefit all or a large number of men in the company. 
A legitimate use of other funds, for example, is equipping the "day 
room/' which is the company recreation room, with comfortable, at- 
tractive furniture; buying subscriptions to magazines and newspapers; 
buying a phonograph and records ; and buying a piano or other musical 
instruments. The use of company funds to buy special sets of uni- 
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form or equipment articles, such as extra belts for use only on parades 
and ceremonies or special materials for treating rifle stocks or special 
and extra articles for decorating equipment, is not authorized. While 
it is permissible, with the commanding officer's approval and with the 
consent of the company council, to purchase certain labor-saving 
devices for use in the company headquarters, such expenditures from 
company funds should be kept to a minimum. The real purpose of 
the fund is to improve the living conditions of the members of the 
company and to supply them with morale building facilities which 
would not otherwise be available to them. 

43. Designation of funds. — The official designation of a company 
or unit fund will be "Company Fund, Company __th Infantry." 
The person who is authorized to receipt for or disburse monies of a 
company or unit fund will be designated as "Custodian, Company 
Fund, Company __th. Infantry." (Where the term "company" 
is used, the term "troop", "battery", or "detachment" will be sub- 
stituted if applicable.) 

44. Composition of fund. — The company fund is composed of all 
money on hand and deposited in the bank to the credit of the fund, 
of all securities and physical property owned by the fund, and of all 
accounts receivable by the fund. The money is kept in one bank 
account and is accounted for as one fund, except that receipts to 
each section are entered separately and expenditures are listed 
separately. 

45. Control of fund. — Control of the company fund rests in the 
company council, which is composed of the three senior officers as- 
signed to and present for duty in the company, or such less number 
as are present and on duty. The company council is organized with 
a president, a recorder, and a member. The company commander is 
president of the company council and the junior officer is usually 
recorder. The company commander is the official custodian of the 
fund and signs all checks for payments from the fund. He also 
receives all monies due to the fund, and executes vouchers attesting 
to payments from the fund or to receipts to the fund. Company 
funds will be deposited in a bank which is a member of the Federal 
Deposit Insurance Corporation, to the credit of the "Company Fund, 
Company _th Infantry." No part of a company fund will be 
deposited to the credit of an individual. Cash in amounts approved 
by the commanding officer (of the regiment, post, camp, station, or 
division) may be kept on hand to make cash payments. This, how- 
ever, is not a general practice; and all payments should be made 
by check. 
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48. Responsibility of council, — The responsibility of the com- 
pany council, and the authority to control company funds, is clearly | 
defined in AR 210-50. The council is required to meet immediately 
after the closing of the accounts of the fund for the month, or at the 
call of the president, or at the call of any member of the council. 
The meetings of the council will be formal; and minutes, kept by the 
recorder in a proper book to be provided for that purpose, will be 
properly entered in W. D., Q. M. C. Form No. 15 (Company Council | 
Book) and signed by all members of the council. The council must 
approve all expenditures made from the fund. Approval of normal 
and usual expenditures for an ensuing month may be made in advance, 
but it is customary for a meeting of the council to be called for con- I 
sideration of any contemplated expenditure which is other than 
routine or represents an amount of money in excess of normal 
expenditures. I 

47. Care to be exercised. — Officers should be exceedingly careful 
in handling unit funds. Such funds must never be mixed with the 
officer's personal money. Only a minimum amount of cash should 
be kept on hand. Every transaction should be handled with the 
most scrupulous attention to detail. Failure to observe these and 
similar precautions has ruined the career of many an officer. 

48. Accounting procedures. — a. General. — The company fund 
accounts are kept in the company council book. Other necessary 
accounting records of the company fund are a bankbook recording 
deposits, or duplicate deposit tickets ; a check book, containing stubs ; 
and a voucher file. 

b. Council book. — (1) Before actually making any entries in the 
company council book, the company commander, the recorder of the 
company council, and each member of the company council should 
carefully study the instructions contained in AR 210-50. Also, study 
the instructions contained in pages 27 and 28 of the council book itself. 
The pages of the company council book are not numbered. 

(2) In opening the company council book and activating the com- 
pany fund, the first receipts and the first expenditures will probably be 
from monies collected following the first payment of the company. 
All such monies should be entered in the receipt column undqr the 
general heading "other funds," inasmuch as the funds so collected do 
not pertain to the ration savings account, but to other funds. 

(3) Using a situation, assume that the amount due the company 
from the exchange is $80.10. This would be entered as follows in the 
council book: In the first column on the left side of the page headed 
"Voucher/' place on the first line the figure "1," and in the next line 
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headed "Date," the day of the month. Above these should be entered 
the year and the month. Then write in the words: "Exchange divi- 
dend for the month of July" (or whatever the correct month might be). 
Then under the double column headed "Other funds, receipts" enter 
the figure $80.10. 

(4) Now assume that the company has purchased six baseball bats 
for the company ball team, which cost $8.00; on the next line write, 
again under the heading "Voucher," the number "1," and the date. 
Next write in "Brown's Hardware, Hattiesburg, Miss., for athletic 
equipment, see check No. 1"; and under "Other funds, expenditures" 
write the figure $8.00. In like manner, enter payments made to 
concerns for the purchase of any items for the company and paid out 
of the company fund. 

(5) Further, assume that during the month of June the company 
commander has purchased, and charged to the company fund, office 
supplies to the value of $9.10 and curtain material for the day room to 
the value of $3.60. These bills should be paid promptly and within 
30 days after the end of the month in which the obligation was 
incurred. The record of such payment would be entered in the com- 
pany council book under "Other funds, expenditures." 

(6) On the last day of the month the company commander should 
call a meeting of the company council. Before the company council 
meets, both "Ration savings" and "Other funds" columns should be 
totaled. On the line on which is printed, "Balance carried forward," 
the balance to be entered under ration savings is the difference be- 
tween the total amount received and entered in ration savings and the 
total amount expended from ration savings. The same procedure 
applies to other funds. Turn now to the sample account shown in 
the company council book. Note that the total receipts of ration 
savings for Company A of the 24 th Infantry for the month of July 
1926 as shown in this sample account is $660.00. The total expendi- 
tures for the month amounted to $242.75. $242.75 deducted from 
$660.00 leaves a balance of $417.25, which is the balance in ration 
savings of this company on August 1, 1926. In the "Other funds" 
section, the total receipts entered amounted to $487.00 and the total 
expenditures $167.50, leaving a balance in other funds of $319.50. 
These two balances combined constitute the total net balance in the 
company fund as of August 1, 1926. Bear in mind that this money 
is not kept in different bank accounts, but in one bank account. 
Therefore, the bank balance should be $736.75. 

(7) In the hypothetical account of Company L, 100th Infantry, 
the same accounting procedure should be followed. In making dis- 
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bursements from the company funds, ration savings, care must be 
exercised to hold expenditures and disbursements within the actual 
balance of the ration savings account. Even if the company fund has 
a total balance of $500.00 of which only $300.00 properly belongs in 
ration savings, an amount exceeding this $300.00 should not be paid 
out of the company fund for accounts properly chargeable to ration 
savings until and unless prior to such payment, the company council 
in formal meeting and by formal resolution has authorized and directed 
the custodian of the fund to transfer this amount from company fund, 
other funds, to company fund, ration savings. Kemember that under 
the Army Regulations, ration savings may be expended only for the 
benefit of the mess; but the company council, if it so desires, may 
expend any part or all of the other funds for the benefit of the mess, 
too. In order to effect the transfer of company fund, other funds, 
to company fund, ration savings, the formal action of the company 
council is necessary and the transfer should be made in the company 
council book by two entries: an entry showing an expenditure from 
other funds; and the same entry showing a receipt to ration savings 
of the same amount. But while other funds may be transferred to 
ration savings, ration savings may not be transferred to other funds. 

(8) It is essential that every receipt to, and every expenditure from, 
the company fund be supported by a voucher. A voucher, as used in 
this sense, is merely a formal receipt for payment made or a formal 
statement showing the source of each receipt to company fund. Phys- 
ical property of a nonexpendable nature is entered in the proper 
space provided in the front of the council book. When such property 
is worn out or becomes unusuable not as a result of the carelessness or 
negligence of any individual, it may be dropped by a resolution of the 
company council, and a red line is drawn through the entry in the 
book for that particular property, and the item dated and initialed 
by the company commander. In the transfer of the fund from one 
custodian to another, company property should be inventoried, and 
the incoming custodian should understand that in signing for the 
fund he also signs for the company property. 

c. Bank book. — While it is considered desirable to keep in a book to 
be provided by the bank a record of all deposits made to the credit of 
the fund, it is permissible for the record of deposits to be kept on 
duplicate deposit slips which are pasted in the stub section of the 
check book. The main thing is to keep an accurate record of all 
deposits. 

d. Check book. — It is required that all major expenditures from the 
company fund, and most minor ones, be made by check. It is also 
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mandatory that a careful and accurate record of all checks drawn, all 
deposits made, and the running balance of the company fund be main- 
tained on the check book stubs at all times. Checks on the company 
fund will be signed only by the official custodian of the fund, and the 
official signature will be: "Company Fund, Company ___th 
Infantry, by John J. Doe, Captain, ___th Infantry, Commanding. 

49. Voucher system. — Army Regulations require that each 
receipt by the fund and each expenditure made from the fund be 
supported by a voucher. In the case of expenditures from the fund a 
properly receipted itemized bill signed by or for the party from whom 
the purchase was made constitutes a valid voucher. In the cases where 
there is no itemized bill a voucher similar to figure 6 may be sent out 
with each payment made by the company fund. A receipt voucher 
similar to figure 7 is executed as a supporting document for every 
receipt by the company fund. The transaction cannot be considered as 
complete until the payment is properly supported by a signed voucher. 

50. Inspections of company funds. — AR 210-50 requires that 
company and unit funds be inspected and verified at least once each 
month by the council controlling such funds, and at least once each 
quarter as directed by the post, camp, station, regimental, or other 
appropriate commander. Such inspections include a thorough audit 
of the fund, an examination of all vouchers, verification of balances, 
and an inventory of property belonging to the fund. An inspection 
and audit of company funds may be ordered at any time by the post, 
station, camp, or regimental commander. Army Regulations require 
the post or regimental commander to detail a field officer of the com- 
mand to inspect and audit all company funds each quarter. An 
inspection and audit is required upon the change of custodian of a 
fund. A safe rule for the custodian to follow is to be ready at all 
times to have his fund inspected and audited. An inspector general 
or a special inspector may audit funds at any time upon orders by 
competent authority. In most commands it is customary to have 
funds inspected by a field officer once a month. 
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COMPANY L, 100th INFANTRY 
Fort Dix, N. J. 



July 1, 1942 

VOUCHER NO. 3 TO THE COMPANY FUND OF COMPANY L, 100th INFANTRY* FOR 
THE MONTH OF June , 1942. 

I (or We) hereby acknowledge to have received on 10 July, 1942 

(insert date of receipt; 
check No. 5 , dated 9 July, 1942 , drawn on the FIRST NATIONAL BANK, 

Wrights town, N. J., against the account of the Company Fund, Company h 9 

100th Infantry, in the .amount of Thirty-one and 80/100 ( $31.30 ) 

(or have received in cash the amount written just above) in payment of 

the following items, payment for which has not been previously received! 

Invoice No. Date Items Gross Amount Deductions Net Amount 



42 


6/30/42 


Sea food, 
purchased in June 


#31.80 




131,80 











































































Net Amount Paid #51.80 

Acme Fish Co, 
by 

(Signature of Individual or Firm in Ink) 



NjQHN A. HA M MOND 

(Name, Grade, and Organisation) 



Major* 100th Infantry . 
Figure 6. 



Auditor 



Note.— Initialed by company commander. Retained by him as a voucher to company fund. Receipted 
itemized bill should be attached or details of items should be shown in voucher itself. 
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COMPANY L, 100TH INFANTRY 
Fort Dix, N.J. 



July 10th, 1942 



VOUCHER NO. JS_ TO THE FUND OF COMPANY L, 100TH INFANTRY FOR THE 
MONTH O F July 1 942 

I (or We) certify that* I (or We) have this date paid to the Company 
Fund, Company L, 100th Infantry, Ft. Dix, N.J., by check No. bU r 
dated July 10 ,1942 (or cash) the sum o f Fifty-two and no/lOO D ollars 



( t52.00 ), in full settlement of account due by me (or us) to the 
Company Fund, Company L, 100th Infantry, for the month o f June ,1 942 , 
representing Exchange dividend for June 1942 



I hereby acknowledge receipt of the sum o f Fifty-two and no/LOO Dollars 
( 152.00 ) . paid to the Company Fund, Company L, 100th Infantry. 



Note.— Initiated by company commander, one copy. Ketained by him as a voucher to the company 



(Write words and figures) 




CHARLES TWITCHELL, Major, Inf., fixch. Of ficer 
(Signature of Individual or Firm making payment) 



MARTIN C. WOODRINO, Capt.. 100 th Inf. 
(Signature, Grade, and Organization ) 
Custodian. 




Figure 7. 
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Section I 



INITIAL ORGANIZATION OF INFANTRY RIFLE COMPANY 



51. a. General. — In describing the successive steps in the initial 
organization of an infantry rifle company, the fact that such-and-such 
a form or record is prepared will be mentioned in its proper place in the 
functional sequence. But details of the preparation of that form, 
together with appropriate illustrations, are contained elsewhere in this 
manual. Thus, without a break in narrative continuity, the reader 
may get a clear, concise picture of the successive operations involved 
in organizing a company. The processes of organization described 
here encompass the functions of administration, management, record 
keeping, and reporting. In the situation described here, however, 
it is assumed that the selectees come directly to an infantry rifle 
regiment from an induction station, and are thereupon assigned to 
companies. This situation is used for the sole purpose of familiarizing 
the company commander, his officers, and his noncommissioned 
officers with all' the details pertaining to the processing of the selectee 
from the time of his induction. 

b. In this hypothetical situation it is assumed that the officer into 
whose hands this manual is placed is designated as the commanding 
officer of a company which is to be activated on a given date. To him 
are assigned 5 commissioned assistants, lieutenants, and the enlisted 
cadre as shown in T/O 7-17 (see fig. 8). The members of this enlisted 
cadre, who will have been well, trained for their jobs, consist of 15 
men as follows: one first sergeant; five staff sergeants, including the 
mess sergeant and four platoon sergeants; three sergeants, including 
two section leaders and one supply sergeant; one corporal, the company 
clerk; two technicians fourth grade, cooks; and three technicians fifth 
grade, two of whom are cooks and one the company armorer-artificer. 

c. The company commander is assigned a barracks and is told to 
proceed with the organization, administration, and training of his 
company. He is further told that within 24 hours he will receive 177 
selectees direct from the reception center, as filler replacements, to 
bring his company to full strength. (The reader should bear in mind 
that except for differences in numbers and nomenclature, the same 
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problem and its solution will apply to any other basic unit such as a 
battery, troop, or detachment in any of the arms or services.) 

52. An infantry rifle company (T/O 7-17) has a strength of 192 
enlisted men and six officers, or a total of 198. The company com- 
mander and his five commissioned assistants constitute the command 
group. The company is divided into a company headquarters section 
consisting of two officers and 19 enlisted men, and four platoons, of 
which one is the weapons platoon, and three are rifle platoons. Each 
of these platoons has a commissioned leader (lieutenant) and a platoon 
sergeant who is the assistant and second in command of the platoon. 
The weapons platoon is divided into two sections, each commanded 
by a sergeant. Each section is subdivided into squads, commanded 
by corporals. Each of the three rifle platoons is divided into three 
squads, each commanded by a sergeant. While the primary duty of 
each of these leaders, commissioned and noncommissioned, is to lead 
and direct the elements they command in combat, they are also 
assistants to the company commander in his task of management. 
The company headquarters section is the primary management group, 
containing the noncommissioned officers who are the chiefs of the 
several departments or utilities of the company. These chiefs are 
the first sergeant, supply sergeant, mess sergeant, and company clerk. 
The senior first lieutenant is the second in command, the principal 
assistant to the company commander. The other lieutenants are 
platoon commanders. Their primary duty is training and combat 
leadership. They may be, and usually are, assigned additional 
duties, such as mess officer, supply officer, and recorder of the company 
council; but these duties are supervisory in nature and secondary to 
the officer's principal business, which is to train for combat and to 
lead his platoon in combat. 

53. a. Personnel management resolves itself into these functions: 

(1) Organization of the group. 

(2) Management of the affairs of the group, as such, including group 
training and group activities of all kinds. 

(3) Placing the individual within the group in that duty for which 
he is best fitted by education, training, experience, and aptitude, as 
revealed by the classification process; and a continual study of the 
individual with a view to reclassification when necessary. 

(4) The guidance, direction, and control of the individual, through a 
study of his personality and his characteristics, and by the exercise of 
those qualities of leadership which are inherent in sound management. 

(5) Initiating and maintaining the required records, both of the 
group and of the individual. 
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b. Personnel management includes the establishment and mainte- 
nance of discipline. The United States soldier is an individualist. 
He may be easily led; he is very hard to drive. He is usually young, 
healthy, accustomed to a great deal of personal liberty in thought and 
action, proud of his ability to take care of himself in any situation, and 
entirely willing to demonstrate that ability with his fists upon anybody, 
anywhere, at any time. He is convinced that, individually and col- 
lectively, he can "lick any other soldier on earth/ 9 He is constitu- 
tionally opposed to regimentation, but he has an instinct for participa- 
tion in those affairs which concern him. He is quick to resent 
inefficiency — yet will follow his leaders to the limit when convinced of 
their judgment and skill. He is by turns taciturn and gregarious. 
He is 175 pounds of mercurial and contradictory personality. 

c. The management of such a soldier, individually and in the mass, 
calls for the highest type of leadership. With the proper leadership he 
becomes what he already believes himself to be, the finest soldier in the 
world: Such leadership is able to inspire discipline. Without such 
leadership, discipline can be neither inspired nor enforced. 

d. The Articles of War constitute the Army's code of laws. While 
they are largely negative, they are susceptible of a positive interpreta- 
tion. In establishing and maintaining discipline, the company com- 
mander will do well to adopt the principle of "thou shalt," rather than 
"thou shalt not." The basis of discipline is mutual respect. The 
company commander must first inspire the respect of his men; then 
by reason, justice, firmness, and absolute impartiality he can bring to 
bear the qualities of a leader rather than those of a driver. Only thus 
can the United States soldier be managed. 

54, Under the provisions of AR 615-5, noncommissioned officers and 
technicians are appointed, and their warrants (see fig. 9) issued, by the 
regimental commander; privates, first class, are appointed by the com- 
pany commander on a company order, but must be within the classes 
and for the specific classifications authorized by the Tables of Organi- 
zation (see fig. 8) . It is one of the immemorial customs of the service 
that recommendations for making noncommissioned officers within a 
company are initiated by the company commander to fill existing 
vacancies, and recommendations for the reduction of noncommissioned 
officers are likewise made by the company commander. Both pro- 
motions and reductions of noncommissioned officers and technicians 
are announced in regimental orders. The authority who makes the 
1 promotion may also make the reduction. See T/O 7-17 for listing of 
i grades within an infantry rifle company. Pay of grades is prescribed 
| in AR 35-2340, and in section II, chapter 5, part two. 
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55. Organization of company. — In the following description, 
names of organizations and individuals are fictitious, used for illustra- 
tive purposes only. Company L, 100th Infantry is organized into 
a company headquarters, consisting of two officers, the captain, 
Capt. Martin C. Woodring 0-881654, the senior first lieutenant, 
Lt. John L. Billings O-884520, second in command, and 19 enlisted 
men; one weapons platoon, commanded by the other first lieutenant, 
Lt. Fred M. Thomas 0-882425, and consisting of 38 enlisted men; 
three rifle platoons, commanded by 2d Lt. Alexander A. Gillson 
0-420549, 2d Lt. John T. Wright 0-454827, and 2d Lt. Frank K. 
Haines 0-454967, each having 45 enlisted men. The company is 
organized pursuant to a divisional order; a regimental special order 
assigns officers and cadre to the company. This order is important 
because it is the starting point of both organizational and individual 
records. Assignment of the 177 selectees will also be by regimental 
special order. It will presently be apparent how these orders are 
referred to in setting up records. 

56. First steps, first day (June 1, 1942). — It is assumed that the 
regiment of which this company is a part is already a " going concern,' ' 
with an adequate staff and headquarters organization. It is further 
assumed that when Captain Woodring is assigned to organize and 
command the company, the regimental headquarters will furnish the 
blank forms which the company commander needs for activating the 
company and for administering its affairs during the early days. These 
forms are listed below. Many other forms will be needed in adminis- 
tering the company. A complete list is shown in AR 345-5. Of the 
complete list of forms, many will be initiated by the unit personnel 
officer and some by the company commander. It is suggested that 
those forms which the company commander must initiate, but which 
he needs only occasionally, be kept in stock at regimental headquarters 
and obtained by the company commander as needed. 

57. a. The essential forms which the company commander should 
have on hand from the beginning are — 

W.D., A.G.O. 

Form No. Title Reference 



32 Individual Clothing and Equipment Record AR 35-6680 

615-40 



1 Company Morning Report . 

Daily Sick Report 

6 Duty Rosters 



AR 
AR 
AR 



345-400 
345^15 
345-25 



36 Statement of Charges 



AR 
AR 
AR 



35- 6620 

36- 6640 
345-300 
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W.D., Q.M.C. 

Form No. Title Reference 



340 


Daily Stock Record— Bill of Fare __ 


AR 


35-6720 


15 


Company Council Book. ._ 


AR 


210-50 


400 


Requisition. _ __' 


AR 


35-6720 


412 


Requisition and Receipt for Stationery and 








Office Supplies. 


AR 


35-6720 


413 


Requisition and Receipt for Cleaning and 








Preserving materials. _ 


AR 


35-6720 


414 


Requisition and Receipt for China and 








Glassware 


AR 


35-6720 



6. In addition to the above, there are* informal forms, made up 
locally, which are useful to the company commander. Such forms 
include the following: 

, Figure 

Company fund voucher — paid 6 

Company fund voucher — received - 7 

58. a: The following supplies may be issued by regimental head- 
quarters, pending receipt of the normal supply from the quartermaster: 

1 ream bond paper, white, 8 by 10% inches. 

3 reams tissue, second sheets, white, 8 by 10% inches. 

1 quire carbon paper, 8 by 10 % inches. 

Scratch pads, pencils, pens, ink, paper clips, rubber bands, 
envelopes, and such miscellaneous office supplies as may be 
available and needed. 

2 tables. 
6 chairs. 

1 typewriter (on loan) . 

b. W.D., Q.M.C. Form No. 400 (Requisition) may be obtained from 
regimental headquarters or from the regimental supply officer. All 
supplies, including clothing and equipment, will be requisitioned on 
this form unless other forms are specifically required by the character 
of supplies (see AR 35-6540) . Requisitions for the following supplies 
will be made on the indicated W.D., Q.M.C. forms: brooms and 
brushes, Form No. 411 (Requisition and Receipt for Brooms, Brushes, 
Matches, Mops, Toilet Paper, Soap, etc.) ; stationery and office sup- 
plies, Form No. 412; cleaning and preserving materials, Form No. 
413; and china and glassware, Form No. 414. 

59. Initial equipment. — a. T/BA 7 prescribes the organization 
and individual equipment of the infantry regiment and its component 
parts. This table, however, prescribes the equipment with which 
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it is expected the regiment will go into the theater of operations. 
In the problem here considered, the company is being organized at a 
post. Under such conditions the company commander will be per- 
mitted to draw a number of articles of garrison equipment which are 
not included in the Tables of Basic Allowances. The extra garrison 
equipment will be issued by the custodial officer as already described. 

6. The company will require cots, mattresses, and blankets. None 
of these items, except blankets, is shown in the Tables of Basic Allow- 
ances. This equipment may be drawn for the company officers at the 
same time, although the officers will probably have drawn their bed- 
ding on individual memorandum receipt. 

c. Next to be considered is kitchen equipment. Barracks in a 
permanent post or station will doubtless be equipped with ranges for 
cooking. In the event that they are not, or that the command is in 
a cantonment which has not been fully equipped, it will be necessary 
to draw ranges. Generally, two No. 5 Army ranges are sufficient for 
an organization of 225 to 250 men. A kitchen range is of little use, 
however, unless there are available pans and pots, knives, forks and 
spoons, strainers, turners, and the many other utensils with which 
the cooks perform their work. 

d. Furniture for the company orderly room is also needed. This 
would be issued by the custodial officer. If the company commander 
is fortunate, he will get two folding tables, four chairs, one type- 
writer, one waste basket, etc. 

80. Subsistence. — The next important item is subsistence — 
groceries and meats with which to feed the 192 men this company is 
going to have within 24 hours. The procurement of subsistence is 
described under mess management in section I, chapter 3, part one. 
At this point the company commander should take the following steps: 

a. Prepare a daily ration strength return for 192 men (the cadre, 
plus 177 selectees) for 3 days or more as required. The assigned 
cadre includes 4 cooks. Standard menus for 1 month may be secured 
from the quartermaster subsistence sales officer on the post. The 
quartermaster will issue the articles of subsistence necessary to prepare 
the meals prescribed in the standard menus. This issue will probably 
be made without requisition; but if the local quartermaster requires 
a requisition, it should be prepared on W. D., Q. M. C. Form No. 460, 
and must be approved by the regimental commander, or the regimental 
adjutant acting for the regimental commander. Army Regulations 
applicable are AR 30-2210 and Circular No. 195, W. D., 1941, as 
amended by Circular No. 297, W. D., 1942, for the ration, its issue 
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and component; AR 345-400 for methods of computing the number . 
of rations due the organization. I 

b. Pending the arrival of the selectees, the enlisted men assigned 
as the cadre should be attached to some other organization for rations. 
It is impracticable to organize and operate a mess for 15 men, when 
other messes are at hand to which they may be attached for rations. 

61. Records. — Up to this point in the organization of the company, 
the records should be as follows: 

a. Division general orders activating the company and regimental 
special orders assigning officers and cadre. 

6. Personnel records of enlisted men of the cadre, including service 
records and allied papers. (These records remain in regimental 
personnel unit.) 

c. Copies of daily ration strength return and of any requisitions 
submitted. 

d. Copies of any memoranda receipts. 

e. Charge slips which will be given by the supply officer issuing 
subsistence. 

62. Company organization, second day. — On the morning of 
the second day of the existence of the company, the process of record 
keeping and reporting begins to assume its proper place in the process 
of management. The following records and reports will be prepared 
and submitted the first thing on the morning of the second day. Each 
of these is explained in its appropriate place in this manual. 

a. Morning report. — Full and detailed discussion and instructions 
on morning reports are contained in AR 345-400 and in section II, 
chapter 6, part one. The morning report will be taken by the first 
sergeant or the company clerk to the regimental personnel unit. 
After the morning report has been checked there, it will be returned to 
the company orderly room. 

b. Daily sick report. — See AR 345-415 and section III, chapter 6, 
part one. If any enlisted man is sick, he will be taken to the regimental 
infirmary at sick call. The sick report will accompany any man re- i 
porting at sick call. 

c. Clothing record. — Normally the men would receive their initial 
issue of clothing — one complete uniform— at the reception center. 
Assume, however, for this problem, that they are to be clothed and 
equipped in the company. In anticipation of the arrival of 177 se- 
lectees, 177 copies of W.D., A.G.O. Form No. 32 (see fig. 2) should 
be prepared. The articles of clothing and equipment per individual 

j having been determined, the date and the quantity of each article 
| should be filled in. Then when the men actually come in, each selectee's 
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name, grade, and Army serial number can be written on the form, and 
the soldier and the issuing officer can initial. This will save time. In 
the event that a roster precedes the new arrivals, the details of name, 
etc., can be entered on the form in advance. 

63. The most important action of the company commander between 
the hour at which his company is actually activated and the arrival of 
his selectees is to obtain the equipment and supplies needed. To do 
so will require close attention to detail, initiative, tact, and persever- 
ance. Ask the supply officer to set a definite hour when the property 
will be issued; then arrange for trucks and loading detail to be at the 
proper warehouse at the designated hour to get the supplies and take 
them to the company barracks or supply room. This is a matter 
which should not be left to a subordinate. 

64. The men arrive. — a. It is assumed that at 11:00 AM on June 
2, 1942, the 177 selectees needed to bring this company to full war 
strength are turned over the company commander. The sergeant in 
charge hands to the company commander an alphabetical list in 
triplicate showing names and Army serial numbers of the men. 

b. The roll is called, thus insuring that all the men listed are 
actually present. The men then should be conducted into the bar- 
racks, where each man will be assigned a cot and told to leave his 
personal baggage on the cot. They will then be shown the bathhouse 
and each man will be issued one face towel and one cake of soap. 
They will be instructed to wash as quickly as possible, and to re-form 
in the barracks, each man by the cot assigned him. They will then 
be conducted to the mess hall, and as they file in, each man will be 
handed a mess kit containing knife, fork, and spoon, and a canteen 
cup. This sequence will vary, of course, if the men are received at a 
different hour. 

c. It is a sound principle that the first meal should be served to the 
men promptly after their arrival. The food should be hot and abun- 
dant. In this connection, sec section I, chapter 3, part one. 

65. Getting men into uniform. — a. No man feels that he really 
is in the Army until he puts on a uniform. This is especially true 
when he is on a military reservation. It is important for morale and 
for other reasons to get the new men into uniform as quickly as pos- 
sible. Arrangements should already have been made with the 
quartermaster for the issuance of clothing at the quartermaster fitting 
and issue room. 

6. Immediately after dinner, or at an hour previously agreed upon 
with the quartermaster, have the men conducted in marching order 
to the fitting and issue room. Divide the men into groups of about 
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50, each Under the immediate chaise of a lieutenant and a sergeant. 
Have each lieutenant, prepare an alphabetical list, typewritten if 
possible, of the men under his charge, and assemble W.D., A.G.O. 
Form No. 32 for that number of men. Upon arrival at the fitting 
room, as each man is fitted and given his clothing and equipment, 
enter his name and Army serial number on the form and have him 
initial the form. 

c. Each man should be issued the following, as prescribed in T/BA 
21, subject to later amendment: 

Quantity Unit Article 

i Each Belt, waist, EM. 

2 Each Cap, garrison, khaki. 

4 Each j_. Drawers, cotton, shorts. 

4 1 Each Handkerchief, cotton, white, 

1 Each Jacket, field. 

2 Pair Leggings, canvas, dismounted, 

M1938. 

2 Each Necktie, cotton, khaki. 

1 Each Raincoat. 

2 Each Shirts, cotton, khaki. 

2 Each: Shirts, flannel, od. 

2 Pair Shoes, service. 

2 Pair Socks, cotton, tan. 

2 Pair Socks, light wool. 

2_ Each Trousers, cotton, khaki. 

4 Each Undershirt, summer, sleeveless. 

1 Each Insignia, collar, EM "US". 

1 Each Insignia, collar, EM. 

d. If the company is activated in cold weather, appropriate winter 
clothing as prescribed by the Table of Basic Allowances will be issued 
instead of cotton. 

66. Personnel records. — a. While the men themselves are being 
clothed, the first sergeant and company clerk, back at the company 
orderly room, should check for each man the entries in the service 
record, which has been initiated at the induction station. This may 
be done at the unit personnel section. 

b. The proper forms for picking up these new men on the morning 
report, and for submitting an initial roster, are explained and illus- 
trated in section II, chapter 6, part one. 

67. Now the company has been fairly launched. From this point 
on, the several phases of administration management, record keeping 
and reporting fall into the established routine. When the men re- 
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turn to the company from the quartermaster clothing room, divide 
them into platoons, in accordance with T/O 7-17, and assign the pla- 
toon commanders and platoon sergeants. If possible, have every 
man in uniform and in line for retreat. After that, supper; then the 
reading of the Articles of War, as prescribed in AW 110. Then time 
off for the men. Then tattoo, call to quarters, and taps. 

68. Classification. — a. Once the company is organized, the com- 
pany commander's primary responsibility is to find out who his men 
are, what background they possess, and what jobs they are equipped 
to do. The Army classification system makes this knowledge avail- 
able through the soldier's qualification cards. When the men arrive 
at the company, they have been classified and their skills have been 
evaluated. Yet no company commander should consider that the 
job of classification is completed at that point. It has only been 
started. It remains for the company commander to finish it, to 
study his men and reclassify them. 

b. Reclassification begins in the squad and progresses upward in 
the chain of command. The recording of skills, the accounting of 
personnel, the administrative procedures — vitally important as thoy 
are — are secondary to the evaluation of the individual soldier as a 
human being. It is the man who counts, not the system. 

c. When men live and work together, as do the squad leader and 
members of his squad, each evaluates the others. In the case of the 
squad leader, this should be a conscious process. He should seek 
to discover hidden talents in his men and to correct impressions 
formed on the basis of their recorded skills. His value as a squad 
leader lies in his ability to do this — impartially and with sound judg- 
ment — and to pass along facts and his considered judgment to his 
platoon leader. The platoon leader, in turn, must know at first hand 
the human qualities, the defects and virtues of the men of his platoon. 
Not only must he demonstrate his leadership by using human assets 
and correcting human defects; he must also determine whether each 
man is being used to the greatest advantage to himself and to the 
team. If not, he must then take executive action to correct the 
situation. That is inherent in the command function. 

d. The final responsibility for company leadership through per- 
sonnel management lies with the company commander. To him 
come the sifted judgments of his subordinates; with him rests the re- 
sponsibility of making human adjustments. Such adjustments may 
be made within the company, dictated by personalities rather than 
by specific skills. Before reclassification, such adjustments should 
be attempted so that the man will not have to be transferred to 
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another unit. Yet often a deliberate and formal reclassification of 
the enlisted man is a wise solution. In such instances the Army 
Classification System is available and should be used in all its rami- 
fications. Trained classification personnel at regimental head- 
quarters should be called upon, and liberal use made of W. D., A. G. O. 
Form No. 20 (Soldier's Qualification Card), 

e. A word picture of each enlisted man is contained on a soldier's 
qualification card. This card is maintained at the unit personnel 
section where responsibility for classification and reclassification 
centers. Usually the word picture on W. D., A. G. O. Form No. 20 
is a true one ; skilled technicians have bent every effort to make it so. 
Yet no technique can discover the complex emotional content of a 
human being. The best that can be done is to find out and record 
the facts on which this emotional content is based. These facts 
may show that the soldier is a skilled mechanic; yet when he is detailed 
to work as a mechanic under military conditions and under a com- 
plete change in physical and social life, he may be deficient as a 
mechanic and better suited for another job. In such circumstances 
he should be reclassified and assigned to work which is compatible 
and useful. 

/. The responsibility for discovering that the man is unsuited to his 
work lies with the company commander; the responsibility for finding 
a new place for him lies with the unit classification officer, or his non- 
commissioned assistant. 

g. The company commander should keep the unit personnel officer 
informed of any special skills discovered in a soldier, of his assignment 
to any duty other than normal routine function pertaining to his 
grade, and of any discrepancies noted upon a detailed check of the 
information roster (AR 345-5) periodically sent to him by the unit 
personnel section. If, for example, a private whose qualification 
card indicates that he is a mechanic should prove to have clerical ability, 
that fact should be communicated without delay to the unit personnel 
officer. Commanders should constantly strive to bring to light 
undeveloped skills possessed by their men. When a man gives 
evidence of possessing some special skill, he should be sent to the unit 
personnel section for interview, with a view to reclassification. 

h. At the beginning of a soldier's military career, only his back- 
ground is known. Unless he has had previous military experience, 
his military aptitudes must be estimated. Hence, while the primary 
responsibility for initial classification lies with the classification per- 
sonnel at the reception center, thereafter the responsibility is shared 
by the classification officer (or assistant) and the company com- 
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mander. The closest cooperation is required between the two. 
Within the unit personnel section, the soldier's classification cards 
should be available for use by the company commander, so that he 
can put together the performance of the man as he sees it in the 
company and the background of the man as the card discloses it. 
(See sec. IX, ch. 5, pt. two.) 

i. To summarize, during the current emergency the War Depart- 
ment has developed a comprehensive Army personnel system, the 
purpose of which is to regulate the procurement of enlisted men; to 
classify them according to civilian and military experience; to train 
them in the military specialties for which they are qualified and in 
which they fill a determined military need ; and finally to assign them to 
units in which they can perform the duties for which trained. The 
company commander has access to their qualification records, which 
summarize their civilian and military experience. The company com- 
mander is, in final effect, a personnel manager. Not only must he have 
an appreciation of the over-all objectives of the Army personnel sys- 
tem jand personnel management and make use of the technical 
facilities which have been made available to him, but he must also 
have a proper appreciation of human values and human potentialities 
which cannot be recorded on personnel reports. The entire personnel 
system of the Army is designed to furnish him the right men for the 
right jobs at the right time. Unless he makes proper use of the men 
thus made available to him, by assigning them to duties for which 
trained and then managing their affairs with efficiency and under- 
standing, the personnel system fails within his unit, and its value is 
completely nullified. 

Section II 

DUTIES OF KEY NONCOMMISSIONED OFFICERS 

69. First sergeant. — a. The first sergeant is the key man of the 
noncommissioned cadre of the company or similar unit. He is a 
personal assistant to the company commander and is the contact man 
between the company commander and the enlisted men of the com- 
pany. He forms the company, or any part of it, for drill, fatigue, 
guard, or other military formations; receives from the platoon ser- 
geants the reports of those present and absent; and reports to the 
company commander the number of unauthorized absentees. He 
accompanies the company commander on inspections of barracks, 
kitchen, and other company areas, makes notes of discrepancies, and 
transmits the company commander's instructions to the enlisted men. 
He sees that all fatigue, guard, and special details are turned out, 
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properly armed and equipped, and reported at the proper place at the 
proper time. 

b. The first sergeant should know every man in the company, 
should know something of his background, and should know accurately 




his qualifications. He assists the company commander in maintaining 
discipline and morale, and brings before the company commander any 
man who requires admonition, reprimand, or disciplinary action. 

c. He prepares the morning report for the company commander's 
2 +\ on anc i initialing before it is submitted to the regimental per- 
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sonnel section ; he enters the names of those reporting sick in the sick 
report book, for the company commander's signature. He prepares, 
maintains, and publishes the duty roster. 

d. He assists the second in command and other company officers in 
the performance of administrative duties, and furnishes the company 
clerk, company commander, and other company officers with such 
personnel data as may be required to answer inquiries from higher 
authority. During the absence of the company clerk at the unit 
personnel section, he keeps notes and prepares such records and 
reports as may be necessary. He assists in the issue of clothing and 
equipment to the individual men. He supervises the clerical work 
of the orderly room and sees that schedules and rosters are maintained 
for recreation, athletics, weekend passes, and similar activities. 

e. He makes sure that the other noncommissioned officers of the 
company understand orders of the company commander, and assists 
the platoon commanders in carrying out the instructions of the com- 
pany commander. In brief, he is the company commander's right- 
hand man. He should be the best soldier in the company ; he should 
have more than average intelligence, should be forceful, should possess 
initiative and skill in handling men, and should be firm and impartial 
in his dealings with the men of the company. He should understand 
the company commander's policies and methods, should be absolutely 
loyal to the company commander, and should be willing at all times 
to subordinate his own views and opinions to those of the company 
commander. He should be interested in the men of the company and 
always willing to lend a helping hand to an individual man. Above 
all, he must have emotional balance and good judgment. 

/. He should see to it that enlisted men do not go directly to the 
company commander to discuss their affairs, but only through him 
after he has examined the merits of each case. This requires the 
greatest impartiality on his part, so that personal prejudice may not 
deprive any soldier of his chance for a hearing. On the other hand, 
many minor matters concerning which the enlisted man, especially 
the new soldier, believes that he should consult the company com- 
mander can be handled by the first sergeant. 

g. The first sergeant should avoid making decisions which should 
be made only by the company commander. It is the company com- 
mander, upon recommendation of the platoon commanders, who 
makes recommendations to the regimental commander for appoint- 
ments to grades. 

h. In combat the first sergeant stays with the company com- 
mander, assists him in keeping contact with the platoon commanders, 
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transmits instructions, controls the messengers, and performs such 
other duties as the company commander may assign to him. He 
should understand the tactical situation, be thoroughly conversant 
with the company commander's plan of action, and if all of the officers 
of the company become casualties, he takes command of the company 
and carries on the action, 

70. Mess sergeant. — a. The mess sergeant is responsible to the 
company commander for the efficient operation of the company mess. 
He should be thoroughly familiar with the following publications: 
TM 10-205 (Mess Management), TM 10-405 (The Army Cook), 
TM 10-410 (The Army Baker), and TM 10-210 (Inspection of Sub- 
sistence Supplies). He should know in detail the provisions of Circular 
No. 195, War Department, 1941 as amended by Circular No. 297, War 
Department, 1942. He must be thoroughly familiar with all printed 
forms used in mess management. At the end of each month, he should 
prepare and certify to the monthly financial statement of the mess. 

b. Under the present system of field rations, the mess sergeant is 
not required to prepare menus or requisitions for subsistence supplies; 
nor need he make extensive purchases from commercial vendors. 
He should, however, make a careful and detailed study of the standard 
menus prescribed by higher authority. He should hold daily con- 
ferences with the cooks on the preparation of the prescribed dishes, 
in order to insure that the articles of subsistence are properly used 
and that each dish is tastily and economically prepared. 

c. He checks the daily menus against both items and quantities of 
subsistence stores issued to the company. He prepares for the 
guidance of the cooks each day the quantity break-down of the 
various articles which go into the meal, and issues the correct quan- 
tities of each item. He keeps duplicate keys to the storeroom, and 
makes proper entry on the daily stock record of all items issued. 
Case goods and packages should be left unopened until they are ready 
for use, in order that they may be returned to the supply officer, if 
need be, and credit received. 

d. He is responsible for the proper distribution of tasks among the 
mess personnel and for the equitable distribution of the work load. 
He prepares a daily work schedule for the approval of the mess officer 
and, when it is approved, he sees that the schedule is carried out. 
He checks and inspects all incoming stores, prepares for the mess 
officer a list of articles needed in addition to the items issued, and 
makes frequent inspections of all stores in the storeroom. 

e. He is responsible for the cleanliness and good order of the kitchen, 
mess hall, and storerooms and for the personal appearance of the mess 
^^sonnel. He is responsible for the prompt and orderly serving of 
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meals and should take all necessary steps to insure that every man 
gets an adequate quantity of all articles on the menu. He should be 
present throughout the serving of all meals. He should taste each 
article served to the men, thus assuring himself that each article of 
food is well cooked and tasty. 

/. He should make a detailed daily inspection of the kitchen, dining 
room, storerooms, and area outside the mess hall. He should also 
make frequent spot inspections of utensils and of the method used in 
washing utensils and dishes. Every precaution should be taken to 
insure that all utensils and dishes are thoroughly scrubbed and 
sterilized after each use and that no particle of food or soap or residue 
of soapy water is left on utensils and dishes. Soapy residue may 
cause serious stomach disorders, and food particles left on dishes may 
spread disease among the troops. 

g. He must make sure that each man in the mess maintains a high 
standard of personal cleanliness and that he undergoes the required 
periodical medical inspection. Cleanliness of the mess personnel 
cannot be too strongly stressed. Men should be required to keep 
their fingernails short and scrupulously clean at all times. Hair 
must always be short, and men should be required to wash their 
hands thoroughly with soap and hot water after each visit to the 
latrine. Under no circumstances should men with head colds or 
respiratory diseases be allowed to work in the kitchen. The same 
prohibition applies to men with open sores on any part of their bodies. 
All mess personnel should wear clean white clothing while at work, 
and cooks should wear white caps. 

h. The mess sergeant should make sure that garbage and waste 
matter from the kitchen and mess hall are properly disposed of. On 
a rack outside the kitchen there should be three G. I. cans, each for 
one of the following classes of waste matter: food; paper and such 
other material as can be burned; and tin cans and other metals, 
which should be pounded flat before being placed in the can. The 
removal of these G. I. cans daily is the responsibility of the post and 
station complement, but the mess officer should insure the proper 
working of the system. 

i. He checks in the enlisted men detailed daily as kitchen police and 
table waiters, sees that they are in proper uniform, provides them with 
whatever additional uniform is required, and sees that they are 
released on schedule and reported back to their organizations. 

j. In making his daily inspection of the kitchen, mess hall, and the 
area used by the mess, he should watch particularly for the following: 

(1) Flies — Screens must be kept tight; any flies which get in must 
be killed immediately. 
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(2) Neatness and cleanliness in storeroom. — Nothing should be kept 
on the floor. All storage should be on dunnage (slatted platforms) 
or shelves. 

(3) Corners. — Dirt should not be allowed to accumulate around 
legs of tables and cabinets. Handles of knives and other implements 
should be free from grease and dirt. Pots and pans should be tested 
for grease, by running a finger around the inside. 

(4) Potatoes, apples, citrus fruits, and vegetables should be ex- 
amined to see that there is no decay or spoilage. Canned goods 
should be inspected for bulges which would indicate accumulation of 
gases — an evidence of spoilage. 

k. Every member of the permanent mess personnel should be 
required to study TM 10-405. 

L He should check the ration strength report each day with the 
first sergeant, to be sure that the figures submitted agree with the 
actual number of men eating in the mess. There should also be a 
frequent check of the number of men actually eating in the mess. 

m. Frequent close scrutiny of the men while at meals should be 
made to prevent any man from sitting down to table with dirty hands 
and fingernails. 

n. The mess sergeant is responsible for the maintenance of dis- 
cipline during the meal. He will make sure that each man receives 
the portion of food to which he is entitled and that he has opportunity 
for an additional serving, once he has consumed the initial portion. 
He will prevent boisterous behavior and profane language, and will 
prevent crowding in the mess hall and bad manners at the tables. 
He will report offenders to the commanding officer for disciplinary 
action. He will insure that only those men entitled to eat in the 
company mess are admitted to meals and that there are no interlopers 
from other organizations. 

71. The lieutenant detailed as company mess officer will exercise 
such supervision as may be necessary to insure that all of the duties 
listed above are carried out efficiently. He is responsible to the 
company commander for the proper performance of all duties 
incident to the operation of the mess. 

72. Supply sergeant. — The supply sergeant is the enlisted assistant 
to the company supply officer. Under the supervision of the supply 
officer he prepares requisitions for supplies and equipment, and main- 
tains records of both organizational and individual property issued 
to the men. He is custodian of the property in the supply room, and 

1 issues tools and equipment normally kept in the supply room for use 
| by members of the company. He supplies data for reports of survey, 
; inventory and inspection reports, and statements of charges. He 
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is responsible to the supply officer for the neat and orderly arrange- 
ment and storage of articles in the supply room. He assists in "making 
periodic inventories of public property issued to the company, in main- 
taining records of property issued, and in issuing clothing and equip- 
ment to the mein, making appropriate entries on individual clothing 
and equipment records and checking the fit of clothing and shoes. He 
also supervises the marking of individual and company clothing and 
equipment. 

73. Gompany clerk. — a. Under provisions of AR 345-5, company 
clerks may be detailed to the unit personnel section. The number so 
detailed should be kept to the minimum necessary to perform current 
work and to provide instruction for substitute clerks. When detailed 
to the unit personnel section, company clerks will not be given other 
duties which will interfere with their work with the unit personnel 
section. All clerical duties pertaining to those company records 
which are maintained within the company will be performed within 
the company. The company commander will provide for the per- 
formance of clerical work within the company by his existing non- 
commissioned staff. He will not take men away -from their primary 
mission of training to do clerical work. If the unit personnel section 
is efficiently organized and assumes the clerical work involved in 
maintaining miscellaneous company rosters and in handling company 
correspondence, the remaining clerical work can normally be handled 
with the existing personnel of company headquarters. 

6. In the event that the company should operate as a detached 
unit, the company clerk will then remain with the company and will 
perform the normal company clerical duties of both the unit personnel 
section and the company. 

c. The company clerk should be a man of more than average intelli- 
gence and ability, trained in clerical work and typing. He should be 
thoroughly familiar with Army Regulations and with the technique 
of making reports, keeping records, and handling correspondence. 
When serving with the company, he is in effect the company secretary. 
When serving with the unit personnel section he is one member of a 
team of clerical specialists. 

d. When on duty with the company, the company clerk assists the 
first sergeant in preparing the morning report, sick report, duty roster, 
clothing and equipment forms, reports of survey, inventory and in- 
spection reports, statements of charges, and other personnel records. 
He assists in the maintenance of various rosters required within the 
company, such as laundry lists, motion picture and athletic rosters, 
rosters for special details, etc. 
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Section I 



GENERAL 



74. a. The term " organization records' 7 is understood to mean 
those records which pertain primarily to the organization as a unit 
and to its unit activities, as distinguished from those records which 
are primarily historical records of the individual. Organization 
records pertain also to inanimate things, supplies, equipment, and 
money. 

6. In considering organization records and reports, it should be 
borne in mind that many such records have a direct bearing on the 
individual concerned, as well as upon the organization. Such records 
are the morning report, the sick report, and the duty roster. But 
where such records pertain primarily to the unit or company as such, 
they are called organization records. Where the record concerns 
primarily a given individual, it is an individual record. In many 
cases the data included in organization records are recorded also in 
the records of the individual. For example, the company morning 
1 report shows that Sergeant Olsen is transferred to another unit. 
The fact of such transfer is also entered on the individual service 
record of Sergeant Olsen at the time of the actual transfer of the soldier 
and his records. 

75. The basic principle in organization record keeping is to make a 
record of every event which alters the status of the organization in its 

» strength, composition, property, allowances; that is, to keep a per- 
I petual inventory of assets and liabilities, personnel and material, as 
l well as a fiscal inventory. Another guiding principle is that, when- 




56 



Origiral frcrn 
UNIVERSITY OF CALIFORNIA 



ADMINISTRATION 



TM 12-350 
75-79 



ever an entry in an organization record shows a change which does or 
may affect the status of an individual, a corresponding entry must 
be made on the records of that individual. 

76. Some of the records which are here classified as organization 
records might also be called individual records, since they concern 
both the individual and the organization; and the line of demarcation 
is in fact largely arbitrary. An example is W. D., A. G. O. Form 
No. 32, upon which the individual soldier acknowledges the issue to 
him of Government property, for which he is then responsible. While 
this record is of important concern to the individual, such a record 
pertains also to the organization and, for convenience in property 
accounting, is maintained as an integral part of an organizational 
record of property. 



77. References. — AR 345-400; Circular No. 28, War Department, 
1942; Circular No. 195, War Department, 1941 as amended by 
Circular No. 297, War Department, 1942. 

78. a. The Company Morning Report (W. D., A. G. O. Form No. 1) 
(fig. 10) is the basic organizational record of a company or similar 
headquarters where a morning report is kept. The morning report is 
both statistical and historical in character and consists of four sections: 
the ration account section, the strength section, the remarks section, 
and the record of events (or diary) section. 

b. The morning report is a booklet of 24 pages, 3% by 8% inches, plus 
front and back cover. It is designed for 1 month's use, and in the daily 
strength section it has lines numbered 1 to 31, for use oil corresponding 
days of the month. A new book is started on the first day of each 
calendar month. The morning report is a permanent record, and its 
eventual custody rests with The Adjutant General (see AR 15-5). 

79. Although the remarks section does not begin until page 5 of the 
morning report book, it is really the first section in which entries are 
made. Its remarks concern the status of individuals of the company, 
both officers and enlisted men. Using the assumed situation presented 
in chapter 5, part one, the actual beginning of the company's morning 
report would be on the morning of the day after the company is acti- 
vated. Assume the activation date to have been June 1, 1942. The 
morning report then (that is, the period covered by 1 day's entries) 
would be from 12:00 midnight, May 31, to 12:00 midnight, June 1 
(AR 345-400). Usually the first sergeant keeps a morning report 
work sheet, upon which he makes notes during the day, as events 
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occur which subsequently must be entered on the morning report. 
By doing so, he is able to complete the morning report soon after 
reveille. This work sheet is not required by Army Regulations, and 
its use is here suggested merely as a matter of convenience. 

80. On June 1, 1942, the first sergeant will start his morning report 
work sheet. He should be held responsible for the proper preparation 
of the morning report. The company clerk, or acting company clerk, 
will no doubt make the actual entries, but the first sergeant should 
furnish the company clerk with all the data and should supervise and 
check each entry before handing the morning report to the company 
commander. The company commander, in turn, checks the entries 
and, when he has satisfied himself that the report is correct, authenti- 
cates it by placing his initials in the remarks section on the line imme- 
diately following the last entry. In the same manner he authenticates 
the entries in the station and record of events section. 

81. The basis of all the morning report entries is the remarks. 
Therefore, the remarks should be entered first; then the strength sec- 
tion should be made up; then the rations section; after which appro- 
priate entries are made in the station and record of events section. 
The morning report is submitted each morning to the regimental per- 
sonnel officer. 

82. The first morning report day runs from midnight May 31 to 
midnight June 1. These entries are actually made on the morning of 
June 2. Anything which occurs after midnight June 1 will be entered 
on the morning report of June 2, made up on the morning of June 3. 
In the problem below, the term "changes" is simply the heading of a 
brief narrative account of events which must be entered in the morn- 
ing report. The term "remarks" precedes the quoted remarks as they 
actually appear in the morning report. The term "strength entries" 
means the entries made in the strength section of the morning report; 
and the term "rations" means entries made in the rations section. 
The subparagraph headed "Explanation" shows why the entries are 
made as described. 

83. June 1 — Changes.— The activation of the company is 
announced on June 1, 1942, at Fort Dix, N. J., by paragraph 1, 
General Orders No. 1, Headquarters, 100th Infantry, June 1, 1942. 
Captain Martin C. Woodring 0881654; 1st Lts John L. Billings 
0885420 and Fred M. Thomas 0882425; 2d Lts Alexander A. Gillson 
0420549, John T. Wright 0454827, and Frank K. Haines 0454967, 
are the officers assigned and joined. There are 15 enlisted men com- 
prising the enlisted cadre. They are 1st Sgt Emil Pro jack R53197; 
Stf Sgts Timothy R. Walsh 7548873, Giles T. Henry 7116990, 
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Charles L. Gaines 7026637, Henry Botwell R63448, and Arthur P. 
Willson 7501324; Sgts John L. Martin 7790114, Gustav Olsen 7444476, 
and George G. Todd 7439864, Cpl Martin Gilfoyle 7719945; Techns 
4th Gr Hymann Pofahl 7969598 and Gerald M. Collins 7997796; 
Techns 5frh Gr Benjamin B. Benning 7999946, Thomas H. Harrison 
7998664, and Benney Epstein 7895540. All the enlisted cadre are 
attached to Company B for rations. 

a. Remarks. — "Capt Woodring, 1st Lts Billings and Thomas, 2d 
Lts Gillson, Wright, Haines asgd and jd; 15 EM asgd and jd; see 
atchd roster. 15 EM atchd to Co B for rations." 

b. Strength entries. — Turn to page 4. On line 1 (first day of month), 
enter 1 captain, 2 first lieutenants, and 3 second lieutenants ; that is, all 
the officers who are present for duty. In column Present, Special Duty, 
no entry; Sick, no entry; Absent, no entry; Attached, no entry. Next 
in the proper columns enter 1 first sergeant, 5 staff sergeants, 5 ser- 
geants and 4 corporals; and in the column Total for Duty, enter 15; 
Total Present, 15; and Total Present and Absent, 15. Technicians 
fourth and fifth grades are noncommissioned officers and therefore will 
be accounted for in the total of sergeants and corporals, but in order 
to keep the records straight they will also be carried in the columns 
under specialists, changing the heading to read " Technicians, present 
and absent/ ' 

c. Rations section. — No entries will be made on page 3, headed " Men 
messing with organization/' for the morning report of June 1, because 
all the 15 men of the enlisted cadre are attached to Company B for 
rations to include supper on this day. This will be recorded in the 
last column on page 4, and headed "EM detached for rations." Ra- 
tions for officers are not computed in the morning report. 

d. Station and record of events section. — The proper entry in this 
section for this date would be "Co L, 100th Inf, activated this date 
per par 1 GO 1 Hq 100th Inf, June 1, 1942, with station at Fort Dix, 
N. J." No more entries will be made in this station and record of 
events section for a period of 10 days unless an' event of sufficient 
importance occurs. If no change of sufficient importance to justify 
an entry in the station and record of events in the morning report 
occurs during a 10-day period, an entry is made nevertheless at least 
once every 10 days. Such an entry is usually, "Usual garrison duties" 
or "Usual training duties." If such an entry has been made on the 
10th day of the month, and on the 14th day of the month the company 
made a practice march of 1 day's duration, that fact will be entered on 
the morning report in the station and record of events section under 
date of the 14th, entry being made on the 15th. If the company was 
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on the march or in battle, entry would be made every day. Entry is 
also made on the day of a change of station. 

e. Explanation. — (1) Remarks section. — Where possible, authorized 
abbreviations are used in making entries in morning reports. Author- 
ized abbreviations are listed in AR 850-150. The rule is: Whenever 
an officer or soldier is mentioned in the morning report, except where 
attached for rations only or relieved of such attachment, his grade and 
his last name will be used. If two men of the same last name are in 
the organization, the last name, followed by initials, will be used. If 
there are two enlisted men of the same last name with the same initials 
and the same grade, then the last name, followed by initials and Army 
serial number, will be used. (See AR 345-400.) In each case the 
grade precedes the last name. When a large number of individuals 
join or leave the organization at the same time, custom and usage 
sanction a remark entry as follows: "44 EM asgd & jd Co 1100; see 
attached roster." In cases of this kind, usually a tissue copy of the 
roster by name, grade, and Army serial number is made and is pasted 
immediately below the remark in the morning report, folded to be the 
same £ize as the morning report page. 

(2) Strength section. — See figure 10. No further explanation is 
needed. 

(3) Station and record oj events section. — -No explanation needed. 
84. June 2 — Changes. — 177 recruits are assigned and join the 

company at 1100; 2d Lt Gillson becomes sick and is ordered to stay 
in quarters; Techn 4th Gr Collins gets drunk and is confined in post 
guardhouse; Pvt Archie A. Sims goes absent without leave; 15 enlisted 
men are attached to Co B for rations, 

a. Remarks. — "177 Pvts asgd & jd 1100; see atchd roster; 2d 
Lt Gillson dy to sk in qrs; Techn 4th Gr Collins dy to conf; Pvt 
Sims dy to AWOL, 1600; 15 EM relvd from atchmt to Co B for 
rations 0600. 

b. Strength section. — On page 4 of the morning report, enter 1 
captain, 2 first lieutenants, and 2 second lieutenants as Present for 
Duty; 1 second lieutenant (2d Lt Gillson) is entered in the Sick 
column. In the section for enlisted men, the noncommissioned officers 
are the same as the previous day except that in the Sergeants column, 
1 Sgt (Techn 4th Gr Collins) will be dropped for duty and picked 
up in the In confinement column, leaving 4 sergeants. In the column 
Privates, show 176 privates (Pvt Sims duty to AWOL 1600). These 
figures add up to 190 in the column Total for Duty. In the column 
In Confinement, enter 1 (Techn 4th Gr Collins), and there is a Total 
Present of 191 (in confinement on the post is carried on the morning 




62 



Origiral frcrn 
UNIVERSITY OF CALIFORNIA 



TM 12-250 

ADMINISTRATION 84 



report as present). Under the general heading Absent, in the column 
Without Leave, enter 1 (Pvt Sims) ; and in the column Total Present 
and Absent is 192, which is the strength of the company. The entry 
under Technicians Present and Absent is the same as for yesterday. 

c. Rations section. — It is assumed that the company mess began 
operation with the serving of breakfast on this date, serving the 15 
men of the cadre. Turn to page 3 of the morning report, and on line 
2 enter the figure 133 in the column Daily Average Strength for 
Rations; in the column Number Men Messing with Organization 
enter the figure 133; in the column Plus or Minus Correction for 
Percentage, make no entry; in the column Net Number Rations 
Due Organization, enter the figure 133. These ration computations 
are based on the issue and use of the field ration, to be issued in kind, 
under the provisions of Circular No. 195, War Department, 1941, 
as amended by Circular No. 297, War Department, 1942. When 
the field ration is issued, no correction for percentage is made in 
computing the ration account. But when an organization is operating 
on the garrison ration, the correction for percentage is applicable, as 
prescribed in paragraph 13, AR 30-2210. 

d. Explanation. — -(1) Remarks section. — The entry about the priv- 
ates is self-explanatory. Note that while no time is given in the case 
of Techn 4th Gr Collins' confinement, the time that Pvt Sims went 
AWOL is given. (See AR 345-400). Techn 4th Gr Collins, although 
in confinement, is still on the post and will continue to mess with his 
company until a prisoner's mess is operated; but Pvt Sims has pre- 
sumably left the post and will not mess with the company. 

(2) Rations section. — A ration is the food for one man for 1 day. 
To arrive at the number of rations to which an organization is entitled, 
determine the number of men present at each meal (including men 
authorized to mess separately), add these numbers together, and 
divide by 3. The result will be the number of rations to which the 
company is entitled. It is a simple arithmetical problem: 



Since a fraction of two-thirds is counted as a unit, the figure set down 
is 133. The figure 133 is the daily average strength for rations and 
is placed in the first column headed Daily Average Strength for 
Rations. AR 345-400 states : " The daily average strength for rations, 



15 at breakfast 
192 at dinner 

191 at supper (Pvt Sims AWOL) 



3 ) 398 
132% 
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diminished by the number of men authorized to mess separately, 
will give the entry for the column headed Number Men Messing 
with Organization." If any men had been authorized to ration sepa- 
rately, that is, away from the company, and therefore were not re- 
cipients of company rations, a deduction would be made for them in 
column 2. If, for example, Sgts Smith and Jones were authorized 
to mess at their quarters off the post, a deduction of 2 should be made 
from the daily average strength for rations, and 131 would be entered 
in column 2, instead of 133. In the next column, headed Plus or 
Minus Correction for Percentage, make no entry, assuming that the 
field ration is used. In the last column, entitled Net Number Rations 
Due Organization, enter the figure 133. 

(3) * Station and record 6j events section. — No explanation needed. 

85, June 3 — Changes. — 1st Lt Thomas is relieved from duty with 
the company and placed on special duty as assistant regimental adju- 
tant; 2d Lt Gillson is sent to the hospital; 1st Lt Naughton, Co K, 
100th Inf, is attached to the company for duty; 2d Lt Haines is sent 
to Fort Benning, Ga., for temporary duty as a student at the Infantry 
School Special Course; Sgt Martin becomes sick, is marked "Sk in 
qrs" on the sick report, and is directed to remain in quarters. Cpl 
Gilfoyle is ordered to Fort Jay, N. Y., as a student at the School for 
Cooks and Bakers, and leaves the company at 1100; Techn 4th Gr 
Collins (in confinement) is reduced to private; Pvts Jones, Franks, 
Hoyle, and Smith become sick and the medical officer directs that 
they remain in quarters; Pvt Sanford is placed in arrest; 9 enlisted 
men are attached for rations only, at 1600. 

a. Remarks. — "1st Lt Thomas dy to SD as asst adj; 1st Lt 
Naughton 100th Inf atchd for dy; 2d Lt Gillson sk in qrs to hosp; 
2d Lt Haines dy to DS Ft Benning, Ga; Sgt Martin dy to sk in 
qrs; Cpl Gilfoyle dy to DS Ft. Jay, N. Y. left Co 1100; Techn 4th 
Gr Collins (in conf) rd to Pvt; Pvts Jones, Franks, Hoyle, and Smith, 
Eugene C, dy to hosp 1500; Pvt Sanford dy to ar; Pvt Baker dy 
to sk in qrs; 9 EM atchd for rations only, 1600. " 

b. Strength section. — Turn to page 4 of the morning report. There 
is still 1 captain; but under the heading For Duty, enter 1 first lieu- 
tenant and 1 second lieutenant; under Special Duty enter 1 (1st Lt 
Thomas duty to SD as asst adj). Yesterday, 2d Lt Gillson sick in 
quarters. Under the Absent column, 1 is entered. The absent offi- 
cer is 2d Lt Haines, who has gone to Ft Benning. Under Attached 
in the Present column, enter 1. (See AK 345-400.) Next, the non- 
commissioned officers under the heading "For Duty"; enter 1 first 
sgt, 5 staff sergeants, and 3 sergeants (Sgt Martin duty to sk in qrs). 
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Under Corporals, enter 3 (Cpl Gilfoyle duty to DS Fort Jay, N. Y.). 
Under Privates, enter 170. Yesterday there were 176 privates, but 
today: "Pvts Jones, Franks, Hoyle & Smith, duty to hosp; Pvt Baker 
duty to sk in qrs; Pvt Sanford duty to ar." This gives 182 enlisted 
men for duty; so that number 182 is entered in the column Total for 
Duty. There are four enlisted men in hospital, 2 sick in quarters, one 
in arrest, and one confinement. These are entered in the proper col- 
umns, which gives 190, Total present. Under the heading Absent, 
enter 1 on detached service (Cpl Gilfoyle) and 1 without leave (Pvt 
Sims), which is a total of 2 absent, and is entered in the proper column, 
which brings the total present and absent to 192. Under Attached, 
enter the 9 enlisted men attached for rations. Under Technician 4th 
Gr, enter 1 (Techn 4th Gr Collins reduced to Pvt). 

c. Rations section. — On page 3 of the morning report, on the third 
line and in the first column on the left of the page, enter the figure 189, 
under Daily Average Strength for Rations; 189 in the next column; no 
entry in the third column; 189 in the fourth column under Net Number 
Rations Due Organization. 

d. Explanation. — The remarks and strength section are sufficiently 
explained. To arrive at the correct computations for the ration sec- 
tion, begin with the number of men messing with the organization at 
the close of the previous morning report day, or 191. From this num- 
ber, to determine the number of men counted as eating breakfast, 
deduct from the 191 the four men who were sent to the hospital. 
Although these f our men did not go to the hospital until 3 : 00 PM and 
actually did eat breakfast and dinner in the company, the rule is 
that when men are sent to the hospital, the company drops theln from 
the ration account for the day they go, regardless of time, and picks 
them up for a full ration on the day of return regardless of time. 
Under this rule, therefore, the number of men counted for breakfast is 
187 for dinner; between dinner and supper nine men are attached for 
rations, making 195 at supper. Therefore, the arithmetical problem 
looks like this: 

187 men at breakfast 
186 men at dinner 
195 men at supper 
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This 189 is the Daily Average Strength for Rations. The number of 
men messing with the organization is 189; 189 is the Net Number 
Rations Due Organization. 

86, June 4 — Changes. — 1st Lt Garrison is assigned and is en 
route from Fort Benning, Georgia; 2d Lt Hartford from the 16th Inf 
at Fort Jay, N. Y. attached for temporary duty ; M Sgt Kay is attached 
for temporary duty to assist in classification; Techn 5th Gr Benning is 
appointed corporal; Pvt Collins is released from confinement and 
returned to duty; Pvt Hoyle is sent to Walter Reed General Hospital, 
Washington, D. C. 

a. Remarks. — "1st Lt Garrison asgd DS en route to join; 2d Lt 
Hartford 16th Inf atchd for dy; M Sgt Kay atchd for dy, jd; 
Techn 5th Gr Benning aptd Cpl per SO 24, June 4; Pvt Collins conf 
to dy; Pvt Hoyle hosp to WRGH Washington, DC." 

b. Strength section. — Make no change from yesterday in the column 
under Officers Present, In the column Officers Absent, enter 2 (Lts 
Haines and Garrison). Make no change in the column under Attached, 
Present; add 1 Attached officer under Absent. Under Enlisted Men 
heading in the column Attached, For Duty, Present, enter 1. This is 
for M Sgt Kay. There are still 1 first sergeant, 5 staff sergeants and 
3 sergeants. Yesterday's square for corporals remains the same, as 
Techn 5th Gr Benning's status is changed to corporal. Also add 1 
private in the Privates column — Private Collins confinement to duty. 
Privates present for duty are now 171. The total present for duty is 
183. In the Sick in Hospital column the entry is 3— Pvt Hoyle to 
Walter Reed, 2 sick in quarters, and 1 in arrest; no entry in the In 
confinement column — Pvt Collins confinement to duty ; total present is 
189. Under the heading Absent, 1 detached service and 1 sick — Pvt 
Hoyle — and 1 without leave, making a total of 3 absent, and a total 
present and absent of 192. In the Attached for Duty column enter 
1 — -M Sgt Kay. There are still 9 attached for rations only. Under 
Technician 5th Gr enter 2 (Techn 5th Gr Benning aptd Cpl). 

c. Rations section. — -Enter in the first column on page 3 of the morn- 
ing report, 196, Average Daily Strength for Rations; 196 is also the 
Number of Men Messing with the Organization; 196 is the Net 
Number Rations Due Organization. 

d. Explanation. — Remarks, no explanation needed; Strength sec- 
tion, already explained. Ration section: The figure 196 as the Daily 
Average Strength for Rations is arrived at as follows : Total for duty is 
183, 2 sick in quarters, 1 in arrest, and 9 attached for rations only, 
which is 196. But notice that the remarks give no time for the arrival 
of M Sgt Kay, so it is assumed that he arrived after breakfast and 
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before dinner (AR 345-400). M Sgt Kay was the only change this 
day affecting rations. Deduct M Sgt Kay from the total of 196 (he 
didn't eat breakfast with the company) and the problem looks like 
this : 

195 men at breakfast 

196 men at dinner — add M Sgt Kay 
196 men at supper 

3)587 total meals served 



Count the two-thirds as a unit, and the Daily Average Strength for 
Rations is 196; the number of men messing with the organization is 
196; and the Net Number of Rations Due Organization is 196. 

87. June 6— Changes. — 2d Lt Gillson returns from hospital to 
duty; Sgt Todd is placed on special duty at the QM office; Sgt Olsen is 
transferred to the 16th Inf at Fort Jay and left company at 1600; 
Pvts Gaines, James, Sears, and Foote are sent to the hospital at 
0900 ; Stf Sgt Botwell is given a 6-day furlough and leaves company at 
1100; Pvt Sims turns in at Fort Meade, Md., and is placed in confine- 
ment there; Pvt Sanford is restored to duty; 5 enlisted men attached 
for rations only, at 1700. 

a. Remarks— li 2d Lt Gillson qrs to dy; Sgt Todd dy to SD Post 
QM; Sgt Olsen trfd to 16th Inf Fort Jay, N. Y., left Co 1600; Stf 

Sgt Botwell dy to fur 6 days, left Co 1100; Pvt Sanford ar to dy; 
Pvts Gaines, James, Sears, and Foote dy to hosp 0900; Pvt Sims 
AWOL to conf Fort George G. Meade, Md.; 5 EM atchd for 
rations only, 1700." 

b. Strength section. — Under the heading Officers, Present for Duty, 
in the column 2d Lieutenants, put 2 (2d Lt Gillson hosp to dy); 
leave the square under Sick blank ; no other changes in officers. Under 
enlisted men, enter 4 staff sergeants (Stf Sgt Botwell on furlough) in- 
stead of 5 of yesterday; 1 sergeant (Sgts Todd SD Post QM, Olsen 
transferred to 16th Inf). No changes in corporals. There are 168 
privates present for duty (yesterday 171 ; today 4 to hospital, 1 released 
from arrest, a net loss of 3). In the Special Duty column, enter 1 
(Sgt Todd) ; 7 sick in hospital (3 yesterday, 4 today), 2 sick in quarters ; 
the total Present is 187. Absent, there is still 1 on detached service; 
1 sick; 1 absent with leave; and 1 absent in confinement. This last 1 is 
dropped from the column Absent Without Leave, and placed in the 
column Absent in Confinement. This gives a total of 4 absent, and a 
Total Present and Absent of 191. Add the additional men attached 
for rations only, making 14 attached for rations. The technicians do 
not change today. 
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c. Rations section. — Enter in the column Daily Average Strength for 
Rations the figure 192; 192 is the number of men messing with the 
organization; and the net number of rations due organization is 192. 

d. Explanation. — Remarks, none needed; strength, none needed. 
Ration section: Number of men messing with organization as shown 
by the previous day's entry was 196; there is no change between break- 
fast and dinner; Sgt Botwell went on furlough, however, and under the 
rule, the company loses a ration for him for the day, and gains the 
ration on the day of his return. Four men went to the hospital, and 
under the rule, they are not counted as haying eaten in the company 
the day they leave; therefore the number for breakfast is 191. Be- 
tween dinner and Supper Sgt Olsen leaves for Ft. Jay, and 5 men are 
attached for rations only, so the figure is 191 plus 4, or 195. * The 
problem then looks like this: 



192^ or 192, as the Daily Average Strength for Rations 

The number of men messing with the organization is 192; and the Net 
Number Rations Due Organization is 192. 



88. Reference.— AR 345-415. 

89. One of the valuable considerations of the enlistment contract 
between the Government and its soldiers is the obligation assumed by 
the Government to provide medical attention and hospitalization for 
its enlisted men. To this end, the Medical Department of the Army 
is organized, with qualified physicians and surgeons as commissioned 
officers, with noncommissioned officers and privates serving as medical 
and administrative assistants, and with members of the Army Nurse 
Corps, who, although women, hold relative military rank. The Medi- 
cal Department includes the Medical Corps, the Dental Corps, the 
Veterinary Corps, the Sanitary Corps, and the Medical Administra- 
tive Corps. 

90. Prior to the time appointed for the daily sick call, all officers and 
enlisted men of the command who are in need of medical attention 
inform the first sergeant, who causes their names, Army serial numbers, 
and grades to be entered in the W. D., A. G- O. Form No. 5 (Daily 
Sick Report) (fig. 11). The company commander, by questioning 



191 men at breakfast 
191 men at dinner 
195 men at supper 
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each man as to his illness, will determine the line of duty status, and 
in the proper column of the daily sick report, enter " Yes" or "No." If 
the organization commander is unable to determine, by questioning the 
soldier or from the available evidence, whether the injury or illness in 
question was or was not incurred in line of duty, he will enter in the 
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Figure 11. 

Note— Initiated by company commander, one copy. Retained by company. 

column provided for the line of duty statement, a question mark. 
After the names of all men have been entered who report sick for a 
given day, and the names of the men who previously reported sick 
and are still sick, either in quarters or hospital, have been entered, 
and after the proper entries as to line of duty have been made by the 
organization commander, the organization commander will sign the 
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sick report on the line immediately below the last entry for the day. 
The first entry on the following day will be made on the next line, thus 
leaving no vacant lines. 

91. In cases of illness resulting from venereal disease, or the intem- 
perate use of alcohol or drugs, or of injury resulting from the individ- 
ual's own willful misconduct, certain forfeitures and penalties are 
imposed upon the individual by law and regulations. Such cases are 
fully covered and explained in AR 345-415, AR 35-1440, AR 345-125, 
and A. W. 107, all of which should be carefully studied. Here is a 
brief digest of the salient points of the regulations cited : 

a. When the organization commander or the medical officer is of 
the opinion that the injury of an enlisted man resulted from his own 
misconduct or that his absence from duty is caused by a venereal 
disease due to his own misconduct, the initial symptoms of which 
appeared more than 1 year prior to such absence, the notation "No; 
107 AW" will be made in the Line of Duty column, to indicate that 
the lost time is to be made good (see AR 345-415, AR 345-125, and 
A. W. 107). 

b. No officer or soldier who is absent from his regular duty for more 
than 1 day as a result of disease (as distinguished from injury) which 
is directly attributed to, and immediately follows his own intemperate 
use of alcoholic liquor or habit-forming drugs, is entitled to pay (as dis- 
tinguished from allowances) for the period of such absence from duty. 
In cases falling under this paragraph, the entry to be made in the sick 
report Line of Duty column will be "No; AR 35-1440." AR 35-1440 
is a Finance Department regulation covering forfeiture of pay and 
payment of personal expense money to enlisted men when sick in 
hospital under conditions where no pay accrues. 

92. When the names of all persons to go on the sick report for the 
day have been entered and the company commander has made appro- 
priate entries in the Line of Duty column, the men whose names are on 
the sick report will be reported to a medical officer by a noncommis- 
sioned officer, who carries the sick report book. Sick call is held at a 
regimental or separate battalion infirmary. When a commissioned 
officer is sick or injured, he goes to the infirmary by himself. He may 
go directly from his organization or quarters to the infirmary; or he 
may request that the medical officer call upon him at his quarters. 
In any case his name is entered on the daily sick report of his organiza- 
tion, and the usual entries are made. 

93. a. The medical officer holding the sick call will examine each 
man who is reported at sick call, and will enter, in the space provided 
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for the medical officer's report, in the Line of Duty column, "Yes" or 
"No." The judgment of the medical officer as to the line of duty 
status will be independent of the organization commander's determi- 
nation of status, and will be arrived at by the medical officer after 
questioning the individual concerned and examining all available 
evidence. 

, b. After making the entry as to line of duty, the medical officer then 
determines the disposition of the individual; that is, whether he is to be 
returned to duty, kept in quarters under treatment, or sent to hospital. 
There is no such status as "light duty" or "part duty." 

c. If a soldier is marked Line of Duty, "No," by the company com- 
mander and the medical officer, the sick report is then sent to the unit 
personnel section, where the entry of Line of Duty, "No" is initialed 
by the personnel officer, who also causes appropriate entry to be made 
on the pay roll or pay card of the soldier concerned. 

94. It is a cardinal principle that once an officer's or soldier's name 
has been entered on the sick report and the individual reported to a 
medical officer, he passes from the immediate control of his organiza- 
tion commander to the control of the Medical Department, or specifi- 
cally to the surgeon of the regiment, battalion, or hospital to which he 
is sent, and remains under medical control until he is again marked 
"duty" on the organization sick report. The name of an officer or 
soldier, once placed on the sick report, appears on the report each 
day during the period he remains absent from duty because of the 
illness. 

95. Should the determination of the medical officer as to line of 
duty not agree with the determination of the company commander, 
as entered on the sick report, final determination of line of duty status 
will be made by the regimental or separate battalion commander who 
will make an entry Line of Duty "Yes" or "No" in the disposition 
column of the sick report. Such an entry will be signed by the officer 
making the final determination. 

96. In cases of illness or injury occurring when the individual is 
away from a military post or station, or away from his proper com- 
mand, the individual concerned will notify his immediate commanding 
officer at the earliest practical date after the incurrence of the illness 
or injury. His name will be entered on the sick report in the usual 
manner as soon as notification of illness or injury is received. If the 
officer or soldier is in a civilian hospital, that fact will be noted in the 
sick report book. Determination of line of duty status will be made 
as soon as practical in the manner prescribed in AR 345-415. 
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Section IV 
DUTY ROSTER 

97. Reference. — AR 345-25. 

98. W. D., A. G. O. Form No. 6 (Duty Roster) (fig. 12) is anotner 
organization record which is opened at the same time as the morning 
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report. Its purpose is to keep a record of the duty performed by each 
enlisted man in the organization, and to insure that he performs his 
share, and no more, of duties other than routine drill and training. 
These duties are charge of quarters, room orderly, kitchen police, 
stable police, fatigue, guard, and such others as local conditions may 
require. 
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99. The duty roster is kept by the first sergeant under supervision 
of the organization commander. 

100. At the left of the duty roster page are listed the men of the or- 
ganization, alphabetically within each grade. The numerals at the 
extreme left indicate the sequence, so that a glance will show how many 
men of each grade are in the organization. The column at the extreme 
right has the same numerals as the column at the extreme left, thus 
serving as a guide for making entries in the Guard column. The sec- 
ond column shows the grade of each man; the third column shows his 
name together with any rating which would exempt him from duties 
called for by the roster. First sergeants, mess and supply sergeants, 
cooks, artificers, clerks, and musicians are exempt from performing 
duties listed on the roster, even though their names are listed. 

101. The duty roster is divided into two parts: the first part speci- 
fies duties other than guard; namely, charge of quarters, room orderly, 
fatigue, kitchen police, and so forth; the other section at the right is 
the guard roster. The days of the month head its columns. 

102. The same principle governs assignment of Other Duties and 
the assignment of Guard Duty; namely, the man longest off duty gets 
the next assignment. Duty in either section of the roster does not 
alter the man's standing in the other section. Sgt Olsen, for example, 
may be in charge of quarters today, yet be sergeant of the guard 
tomorrow, if it so happens that his name comes up for the guard 
tomorrow. 

103. The system of recording duties performed is different in the 
two sections. When the figure 1, for example, appears opposite Sgt 
OlsenVname in one of the duty columns, it means that Sgt Olsen 
was on that particular duty on the first day of the month. When the 
figure 1 appears opposite Sgt Todd's name on the guard roster, how- 
ever, it means that 1 day has elapsed since he was on guard. The 
day on which he actually performed guard duty is indicated by a 
diagonal shading in the lower half of the square for that day. 

104. Below are specimen entries for the first 4 days of the month. 
Think these entries through in three steps: First, what changes in the 
morning report remarks affect the duty roster? Second, what men 
are selected for various duties for the day? Third, how are the 
entries made? 

a. June 1, morning report. — The company at this time consists of 
a cadre of 15 men. There are no morning report changes affecting 
the duty roster. 
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(1) Selection of detail. — As all men are starting from scratch and 
none of them have earned any credits on the duty roster, the com- 
pany commander decides arbitrarily on the following details: 
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Charge of quarters Sgt Olsen. 

Room orderly Techn 4th Gr Pofahl. 

Fatigue Techn 5th Gr Harrison. 

Guard details None, as yet. 

As only members of the cadre were present, Techn 5th Gr Harrison 
was the only remaining man available for this fatigue detail. 

(2) Entries. — (a) Opposite Sgt Olsen's name in charge of quarters 
column is entered the figure 1 (for June 1). Opposite Techn 4th Gr 
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Pofahl's name in the same column, 1 is also entered. The same 
column is used for both jobs, the individual higher in grade being 
the Charge of Quarters. In the Fatigue column, figure 1 is entered 
for Techn 5th Gr Harrison. 

(6) Enter under June 1 of the guard section the figure 1 for each 
member of the company except those exempted. This means that 
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each has passed through 1 day since he was last on guard (or was 
available for guard). Do not confuse the figure 1 with June 1st, a 
confusion likely to arise in this case because the company was acti- 
vated on June 1. 

b. June 2, morning report. — The recruits arrive, 177 of them. They 
are available for duty as privates, except Pvt Sims, who goes AWOL. 
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There is one change in the cadre — Ck Collins is placed in confinement; 
but as he is not eligible for the duty roster anyhow, that fact can be 
disregarded. As for Lt Gillson, no officer change affects the duty 
roster. 

(1) Selection of details. — The company commander selects Cpl Gil- 
foyle for charge of quarters and Sgt Todd for guard. Now that he 
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has 177 privates available for duty, he skips over the privates first 
class and uses the privates. The duty detail for June 2 is then: 

Charge of quarters Cpl Gilfoyle. 

Room orderly Pvt Ashcroft. 

Kitchen police r Pvt Attley. 

Pvt Chaney. 
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Guard 



Sgt Todd. 
Pvt Baker. 



Fatigue 



Pvt Batchelder. 
Pvt Beech. 
Pvt Carstairs. 
Pvt Coleman. 



Pvt Collier. 
Pvt Denver. 



(2) Entries. — The name of each recruit is entered on the roster, 
alphabetically within grade. As they are all privates, this is simple; 
they are merely added in alphabetical order below the list of privates 
first class. It is a rule that men joining the organization are placed 
at the bottom of the list and are deemed to have performed both 
other duties and guard duty on the day prior to joining. Make 
specific entries as follows: 

(a) Charge of quarters. — The figure 2 (June 2) opposite Cpl Gilfoyle 
and 2 opposite Pvt Ashcrof t. (When Sgt Olsen is again in charge of 
quarters, cross out figure 1 opposite his name. Then the uncrossed 
number shows at a glance when duty was last performed.) 

(6) Kitchen police. — Figure 2 opposite the names of Pvts Attley 
and Chaney. 

(c) Guard. — Shade the lower right part of the square in the June 2 
column for Sgt Todd and for Pvts Baker, Batchelder, Beech, and 
Carstairs. Enter figure 2 in the same column for all the rest of the 
cadre who are not exempted. AR 345-25 states that newly joined 
officers and men will be placed at the foot of their respective rosters 
on the day after joining. But in this illustrative situation the men 
report at the company at 1100. It is assumed that they are imme- 
diately available for duties which should be credited to them on the 
duty roster, and that they are entered on the duty roster on the 2d, 
the day on which they join. Otherwise they would be required to 
perform duties for which they receive no credit on the roster. 

c. June 3, morning report. — Those entries which affect the duty 
roster are: Cpl Gilfoyle is sent to Fort Jay on detached service; 
Pvts Franks, Hoyle, Jones, and Smith are sent to post hospital. Pvt 
Sanford is in arrest. Pvt Baker is sick in quarters. 

(1) Selection of detail. — This company is not called upon to provide 
a sergeant of the guard for this date, as the sergeant of the guard is 
selected from another company on the post. The detail for June 3, 
therefore, is — 

Charge of quarters Sgt Todd 

Room orderly Pvt Drydan 
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Kitchen police 



Pvt Eastman 
Pvt Fairchild 
Pvt Garrison 
Pvt Ginsberg 
Pvt Gaines 



Fatigue 



Guard 



Pvt Hartford 
Pvt Kelsey 



Pvt Kolker 



(2) Entries. — Under other duties, the figure 3 (June 3) for Sgt Todd 
as Charge of Quarters; and figure 3 for Pvt Drydan. Under Fatigue 
enter 3 for Pvts Garrison and Ginsberg; and under Kitchen Police 
enter 3 for Pvts Eastman and Fairchild. In the guard section, shade j 
the squares for Pvts Gaines, Hartford, Kelsey, and Kolker; enter 
figure 1 for Sgt Todd, who was on guard yesterday, and therefore 
scores 1 day since performing guard duty. Cpl Gilfoyle has been 
sent on detached service to Fort Jay, so is entered as DS on June 3. j 
The rest of the cadre have scored another day off guard, so have 
3 entered beside their names. Pvts Baker, Batchelder, Beech, and 
Carstairs have figure 1 entered opposite their names, as they were on 
guard yesterday. The other new privates have figure 2 entered 
opposite their names; except Sk for Franks, Hoyle, Jones, and Smith; ^ 
"A" with the figure 2 above the letter "A" for Sims; Sk for Baker. ! 

d. June 4> morning report. — Entries pertinent to duty roster are: 
Sgt Kay attached for duty in classification of recruits. Pvt lcl 
Benning is promoted to corporal. Ck Collins is out of confinement 
and back on company duty, but as he is still a cook, though reduced 
to private, he is still exempt from the duty roster. Pvt Hoyle goes 
to Walter Reed General Hospital and thus is absent. 

(1) Selection of detail. — The detail for June 4 is as follows: 

Charge of quarters Sgt Olsen 

Room orderly Pvt Hartford 

Kitchen police Pvt Hefferman 



(2) Entries. — In the roster at the left, enter M Sgt Kay, as " attached 
4th/ ' at the bottom of the roster. Next to Benning's name, change 
" Cook" to " Cpl— 4th," or "Cpl— 6/4/42" (that is, June 4) . Opposite 
Pvt Hoyle's name in the guard section enter Sk. Und er Charge of Quar- 
ters enter 4 (June 4th) for Sgt Olsen ; enter 4 for Pvt Hartford. Under 



Guard 



Fatigue 



Pvt Ignacio 
Pvt Kelsey 
Pvt Kolker 
Pvt James 



Pvt Kungerman 
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Fatigue enter 4 (June 4th) for Pvts Kelsey and Kolker. Under Kit- 
chen Police enter 4 opposite Hefferman and Ignaeio. In the June 4 
column of the guard section, shade the squares for Pvts James and 
Kungerman. The company is not required to supply a sergeant of 
the guard for this date. Enter DS for Cpl Gilfoyle, who is still away. 
Enter 4 for Sgts Gaines, Henry, Walsh, and Wilson, since this is the 
fourth day since they have been on guard, or available for guard. 
Enter 2 for Sgt Todd, since he scores 1 more day off guard. All 
other privates for whom there is no change of status or who con- 
tinue on abnormal status should be scored 1 more day off guard. 

105. Some general rules not included above are: 

a. A new man joining the organization is placed at the foot of the 
roster for both other duties and guard the day after joining. In 
determining other duties to be performed, no date is entered, but the 
soldier is considered to have performed his last duty on date prior to 
date of joining. In the guard roster the numerals begin with 1 on 
day after joining. 

b. Whenever a man detailed for duty is absent or not available, the 
next available man with the longest time off will be detailed. The 
man absent will be the first to be detailed when he becomes available. 

c. Whenever a man is not available on account of unauthorized ab- 
sence, confinement, arrest, sick not in line of duty, or on pass, he will be 
carried on the duty roster the same as if he were on duty and available. 

d. Except in emergencies, men coming off guard will not be detailed 
on any duty for a period of 4 hours. 

e. In case of promotion, note the fact after man's name on roster 
but do not change position of name. In case of reduction, move the 
name to the end of the roster. 

/. When a man returns from detached service, he is picked up on 
the duty roster with the number of days he had credited to him when 
he went on DS. 

g. When a man's name comes up for both guard duty and other 
duties on the same day, the guard duty takes precedence. 

h. When performance of Other Duty is completed, and the same 
man comes up for the same duty again, a line is drawn through the 
date of the previous performance of that particular duty. 

i. The procedure outlined above is followed for the balance of the 
month. 

106. Only the following abbreviations will be used in the guard 
roster : 

A — Absent without leave. 
Ar — Arrest. 
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C — In confinement. 

DS — On detached service. 

F — On furlough* 

P — On pass. 

RCT— Recruit. 

SD - — On special duty. 

Sk —Sick. 

107. As the details for the various duties should be posted on the 
organization bulletin board 24 hours in advance, it is suggested that 
the roster for the next month be made out about the 29th of the 
month. The names, dates of performance of other duties, number 
of days off guard, and proper abbreviations for nonavailable men are 
simply transferred to the new roster. 



108. Discipline is essential in any military organization. It is that 
mental attitude and state of training which render obedience and 
proper conduct instinctive under all conditions. It is founded upon 
respect for, and loyalty to, properly constituted authority. While it 
is developed primarily by military drill, every feature of military life 
has its effect upon military discipline. It is generally indicated in an 
individual or unit by smartness of appearance and action; by clean- 
liness and neatness of dress, equipment, and quarters; by respect for 
seniors; and by prompt and cheerful execution by subordinates of 
both the letter and spirit of legal orders of their lawful superiors. 
(See AR 600-10.) 

109. All persons in the military service are required to obey strictly 
and to execute promptly the lawful orders of their superiors. (See 
AR 600-10.) 

110. Military authority will be executed with firmness, kindness, 
and justice. Punishment (for violations of orders or infractions of 
rules and regulations) will conform to law and follow commission of 
offenses as promptly as circumstances permit. (See AR 600-10.) 

111. The maintenance of discipline is a function of command in 
all echelons. It is primarily a problem of leadership. 

112. a. A. W. 104 providesr— 

Under such regulations as the President may prescribe, the commanding 
officer of any detachment, company, or higher command may, for minor 
offenses, impose disciplinary punishments upon persons of his command 
without the intervention of a court-martial, unless the accused demands 
trial by court-martial. 



Section V 



RECORD OF COMPANY PUNISHMENT 




80 



Origiral frcrn 
UNIVERSITY OF CALIFORNIA 



ADMINISTRATION 



TM 12-250 
112-114 



The disciplinary punishments authorized by this article may include 
admonition, reprimand, withholding of privileges for not exceeding one 
week, extra fatigue for not exceeding one week, restriction to certain specified 
limits for not exceeding one week, and hard labor without confinement for 
not exceeding one week, but shall not include forfeiture of pay or confine- 
ment under guard; * * * 

b. Every company commander should read and re-read A. W. 104. 
That article (and A. W. 28), together with other articles as prescribed 
in A. W. 110, must be read to every member of the command at the 
time of the enlistment or induction, or within 6 days thereafter. 
Furthermore, those articles specifically mentioned in A. W. 110 
must be read to and explained to the command once every 6 months. 

113. AR 345-125 prescribes that the company commander will 
keep a record of company punishments and also a record of the 
decisions of higher authority, if and when an appeal is taken against 
any. company punishment imposed. This record is usually kept in a 
small bound book, plainly marked " Company Punishment Book." 
No book is issued for the purpose, and none is definitely prescribed 
by regulations, but the customs of the service sanction the keeping 
of the record of company punishment in a book, and the purchase of a 
book for this purpose from company funds, Other Funds, is usually 
sanctioned by the company council and approved by the commanding 
officer. The record itself qiay be very simple; the date, the name of 
the soldier concerned, the offense alleged, and the punishment 
awarded ; such entries to be followed by the signature of the company 
commander. Entries are made alphabetically, with a page allowed 
for each man, so that a complete record of all company punishment 
imposed on any one soldier may be readily available for reference. 
Company punishment, however, should not be entered on the service 
record. 



ORGANIZATION RECORDS OF 
INDIVIDUAL QUALIFICATION IN ARMS 

114. The organization records of individual qualification in arms 
which are required records for an infantry rifle company are described 
in AR 345-1000 as amended. Briefly, they are — 

W.D., A G O. Form No. 83 (Score Card for Rifle Practice 
(white)). 

W.D., A.G.O. Form No. 83-1 (Score Card for Rifle Practice 
(Pit Card) (green)). 

W.D., A.G.O. Form No. 84 (Score Card for Automatic Rifle 
Practice with Bipod and Butt Plate). 



Section VI 
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W.D., A.G.O. Form No. 85 (Score Card for Machine-gun 
Marksmanship) . 

W.D., A.G.O. Form No. 88 (Score Card for Pistol Practice 
(Mounted and Dismounted)). 

W.D., A.G.O. Form No. 87 (Score Card for Bayonet). 

115. All of these forms are simple and self-explanatory. When they 
have been made at the time of firing and duly authenticated in accord- 
ance with instructions contained on the cards and in AR 345-1000, 
they will be turned over to the unit personnel section, where the unit 
personnel officer will make the report, W.D., A.G.O. Form No. 110 
(Report of Individual Classification in Arms). 

116. For companies other than infantry rifle, appropriate score cards 
are required, according to the weapons prescribed by the Tables of 
Organization for the unit. The heavy weapons company of an 
infantry rifle regiment, for example, will require W.D., A.G.O. Form 
No. 85 for machine gun and W.D., A.G.O. Form No. 86 (Score Card 
for 37-mm gun, M1916) for 37-mm gun and 3-inch trench mortar. 
The antitank company will need 37-mm and antitank gun score cards. 

Section VII 
COMPANY CORRESPONDENCE FILE 
117— a. Reference: AR 345-620. 

b. Copies of all correspondence originating in the company, and the 
original or copies of all correspondence received by the company, will 
be filed in the company correspondence file. This file consists of a 
9}£- by 12^-inch envelope. The envelope will.be marked on the back, 
from left to right, with the file number, date, and subject of the 
correspondence filed therein. Each piece of correspondence filed is 
numbered serially for the calendar year, and the number is placed 
in the upper right corner of the first page of the document. When the 
correspondence is filed in the envelope, the corresponding number is 
entered in the proper column on the back of the envelope. The 
subject and date of the document are also entered in the proper 
columns. As each subsequent piece of correspondence is filed, the 
same procedure is followed until the envelope is filled, when another 
envelope is used. The numbers will run consecutively for each 
calendar year and not for each envelope. The number of pieces of 
correspondence contained in the envelope should correspond with the 
numbers shown on the outside of the envelope. An alphabetical 
card index can be improvised for ready reference as a series of envelopes 
accumulates. 
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PART TWO 



REGIMENT 



Chapter 1 



ATTITUDES AND RESPONSIBILITIES 



118. -a. The adjutant of any command holds a position of major 
responsibility, and in no unit is he of more vital importance to the 
welfare and efficiency of the command than in a regiment. Tact, 
urbanity, discretion, loyalty, dependability, and an untiring devotion 
to duty are but a few of the essential qualities of a successful regi- 
mental adjutant. 

b. No assignment is of equal importance to the commanding officer. 
The adjutant should be the outstanding captain of the regiment; for 
it is he, representing the regimental commander more than does any 
other staff officer, who shapes the attitudes of the officers of the 
regiment, and through them the attitude of the troops. He not only 
translates formal policies into positive action, but also interprets the 
personality of the regimental commander to the regiment; he estab- 
lishes among commanding officers and line officers that rapport with- 
out which no regiment can have high morale. By his skill and tact 
he will build pride of regiment and an eagerness to follow the regi- 
mental commander in combat. 

c. The adjutant is a member of a team — a team which makes it 
possible for one man, the commanding officer, to exercise his leadership 
over thousands of individuals. 

119. Obviously, the regimental commander cannot keep in touch 
with all the members of his command. It is impossible for him to 
become the personal leader of each man or group of men. Nor can he 
alone handle the thousand and one details of discipline, training, 
feeding, housing, and equipping. He is responsible for these func- 
tions, and he can never delegate that responsibility or qualify it ; but 
the actual supervision must be carried on by others, under his orders 
and direction. Those officers whom he selects as his advisory assist- 
ants are known as his staff. No one of the staff has a command 
function. Each represents only the will of the commander. Each 
speaks not for himself but for the commander. When a staff officer, in 
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the performance of his duty, arranges for a certain course of action, 
he does not issue an order in his own name. He does not say, "You 
will do this, or that." He says, "The regimental commander directs," 
or "desires," or "wishes." Any such phrase has the force of the 
specific order of the commander. In transmitting an order, the com- 
mand phrase can be omitted only when, because of the close and 
cordial relations among staff officers and members of the command, 
it is implied and understood, without shadow of doubt. When 
written, the commander's desires are expressed "By order of Colonel ! 
Blank." The staff officer is merely the medium through which the 
order is transmitted. - 

120. Errors of omission or commission on the part of a staff officer 
are errors for which the commander himself is responsible. The 
commander cannot, nor will he desire to, shift the blame to the staff 
officer. He may admonish his staff, discipline them, and if necessary 
replace them; but while they are on his staff, functioning as his 
personal representatives, he is responsible. Conversely, they will | 
support him. Loyalty works both ways. Regardless of their likes 
or dislikes, regardless of their approval or disapproval of his decisions, 
they will support him, further his policies, and strengthen his prestige 
as commander. , 

121. So far as each staff officer is a specialist in his particular field, 
he will submit recommendations to the commander and be alert to 
foresee problems which might arise to embarrass or handicap the 
commander. Whether his recommendations and his precautions are 
accepted by the commander is beside the point. His duty is to make 
them; then to accept, not only with good grace, but with enthusiasm, 
the final decision of the commander. 

122. The head of the commander's team of assistants, in a regi- 
ment, or similar unit, is the executive officer (lieutenant colonel). 
His duties correspond to those of a chief of staff of a larger unit. It 
is he who plans, supervises, and coordinates the work of the sub- 
ordinate staff officers. To him the commander usually delegates 
authority to make minor decisions within the broad general policies 
laid down by the commander himself. The executive officer is the 
operating head, corresponding to the general manager of a business, 
to whom each of the department heads is directly responsible. 

123. In an infantry regimental headquarters, there are 5 sub- 
ordinate staff officers: 

a. S-l is the adjutant (normally a captain). He is in charge of all 
matters pertaining to personnel, both commissioned and enlisted. 
He issues all orders for the regimental commander, except training 
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and combat orders, which are issued by S-3. He is directly respon- 
sible for interpreting the will of the commander in all official relation- 
ships; for the accurate maintenance of records throughout the regi- 
ment; for accurate reporting to other units; for the handling of official 
correspondence and the promulgation of orders. He is responsible 
for all those staff functions which are not specifically delegated to 
others. 

6. S-2 is the intelligence officer (normally a captain). His duty is 
to keep the regimental commander informed regarding the enemy's 
disposition, location, strength, and probable intention; to maintain 
up-to-date and accurate information regarding friendly and enemy 
forces; to supply maps within the regiment and to maintain S-2 
information on the position and operations maps. In a training pro- 
gram his chief responsibility is the 1 training of intelligence personnel 
within the regiment. 

c. S-3 is the operations officer in combat or field operations and is 
the plans and training officer during training periods (major). He 
executes the training policies of the commander and advises him in 
the formulation of those policies, keeps him constantly informed of 
the status of training and combat efficiency of the regiment, and 
performs such other appropriate duties as the commander may direct. 

d. S-4 is the supply officer (major): He is responsible for the 
supply of clothing, equipment, rations, and ammunition within the 
regiment. He is responsible for logistics — the movement of men and 
supplies and their adequate transportation facilities. In Tables of 
Organization he is included in the service company, as commander 
of the regimental supply service. Although a member of the staff, 
he normally maintains his headquarters with the service company. 

e. Special service officer (captain). Was formerly regimental 
recreation officer. 

124. The above are the functions of the regimental staff, the de- 
partments into which the various duties fall. Yet coordinated and 
harmonious staff work lies on a deeper foundation than a delineation 
of duties. It rests upon the personalities of the members of the 
team. Because the staff is only a group of human beings, each 
possessing virtues and faults that are inherent in everyone, there 
must be a degree of flexibility, a spirit of give and take. It is here 
that the adjutant, by his tact, good judgment, unselfishness, and 
fairness can save his commander many difficult decisions. A 
friendly word at the right moment, an even temper when nerves 
begin to crack, an ever-ready willingness to help a brother officer or 
enlisted man have saved many situations. 



Go gle 



Digitized* ^,OUVie 88 UN , VERS ^OF CALIFORNIA 



TM 12-250 
125-128 



ADJUTANT GENERAL'S DEPARTMENT 



125. The importance of the adjutant as key man in the staff ema- 
nates primarily from two of his functions: his responsibility toward all 
personnel in the regiment, officers and enlisted men; and the fact that 
all staff responsibilities not specifically assigned to other staff members 
fall to him. As manager of the affairs, official and unofficial, of officers 
and men, he is concerned with the most vital ingredient of the regi- 
ment, human beings — their privileges and obligations, their rights 
under their contract with the Government, their discipline, and, most 
important, their morale, A special service officer is authorized for 
the staff of the regimental commander, to perform specific duties under 
War Department policies. But those deep-lying matters of morale 
which have root in justice, efficiency, and the inspired leadership of a 
commanding officer, are directly the concern of the adjutant. 

126. The fact that all affairs of the regiment which are not specif- 
ically within the province of another staff officer flow through the 
hands of the adjutant is likely to give him, unless he is constantly on 
guard, an exaggerated and improper feeling of power. As a staff 
officer he has no command authority except as he commands those s 
who serve under him in his office during their duty there. His au- j 
thority derives solely from that of the commanding officer of whom he 
is a close personal representative. He constantly makes decisions, 
but they are decisions within the policies of the regimental commander. 
He must be familiar not only with the policies of the regimental com- 
mander, but also with his attitudes and his desires, and must then 
interpret those policies, attitudes, and desires accurately to members 
of the command. j 

127. The adjutant is a manager. Army Regulations, directives, 
and formal policies are merely the instruments of management. The 
spirit of management is an intangible quality, born of personality. 
The adjutant should be an officer who is respected throughout the 
regiment. That respect he can gain and hold in two ways: first, by 
the force of his personality; and, second, by the efficient management 
of his office. Neither alone is enough ; he must have both. If he lacks 
personality, or if there is the least lack of mutual respect between him 
and the executive officer, or him and the regimental commander, he is 
not suited for the position. 

128. Assuming that his personality is acceptable, he should then be 
judged by his skill as an executive. If he looks upon administration as 
only "paper work"; if he is uninterested, or neglectful of the thousand 
and one important details which pass through his office, he is not a 
suitable adjutant. If, on the other hand, he is meticulous in pushing 
the work of the adjutant's department through to a successful con- 
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elusion; if he realizes the importance of classifying and assigning per- 
sonnel ; if he sees the necessity for keeping careful records and making 
accurate reports; if he keeps correspondence up to date and correct; 
if he has the executive skill which decentralizes his work and leaves him 
free for planning and for personal contacts, he is then worthy of hold- 
ing this key position in the regiment. 

129 . All affairs of the regiment, except certain orders and decisions 
of S-3, pass through the office of the adjutant, inasmuch as this is the 
office of record in the regiment. Some of these matters are for his 
personal decision. Many can and should be decided by another 
officer. The executive ability of the adjutant can be judged by his 
skill in deciding, quickly and accurately, which matters should be for- 
warded to others, which he alone can take care of, and which are 
matters of policy to be presented to the regimental commander, or to 
the executive officer. In order to make such decisions, he should be 
familiar with those army regulations which cover the usual problems 
and know how to find and digest regulations of less frequent use. He 
should know not only the " break-down" of his own organization, but 
the component parts of the division, post, and higher echelons. He 
should know instinctively the chain of command, channels of staff 
supervision, and the channel of communication. He should have the 
courage to make decisions and thus to reduce to a minimum the ad- 
ministrative papers which go to other echelons. He must resist the 
temptation to "pass the buck" when a knotty problem comes to his 
desk for decision. In so doing, he will gain the respect of all concerned 
and will have done his share in keeping correspondence by indorsement 
from becoming a curse. 

130. His assistant should be selected with care. He wiU perform 
the duties of personnel officer, as outlined in AR 345-5; but all corre- 
spondence and orders signed by him will be signed in his capacity as 
assistant adjutant. He should be an officer with a flare for personnel 
work, trained, if possible, in personnel duties, with a lively interest 
in men as human beings, coupled with a rigid conscience about mainte- 
nance of records. If an officer without proper background or training 
or one who has no liking for the job is selected as personnel officer, 
the regimental adjutant will himself have to carry the burden of the 
personnel office, which will seriously impair his efficiency. The 
adjutant's relation with the personnel officer should be one of super- 
vision and close cooperation. He should know in detail how the 
personnel office is run, and in an emergency be able to run it. 

131. The adjutant's relation, with other officers of the staff should 
be one of close cooperation. His office should be, if possible, adjacent 
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to theirs, and there should be frequent personal consultation either 
by telephone or visit. There are few matters coming to the adjutant 
for decision which do not affect other members of the staff. Some 
decisions can be made only after consulting with the executive officer, 
S-2, S-3, or so that each staff officer concerned will have an 
up-to-the-minute picture of the flow of events in the regiment. Many 
decisions made by the adjutant, in which consultation with others is 
not necessary, affect their departments. It is good practice for the 
adjutant, therefore, to ask himself, when making any decision, "Who 
needs to know about this?" Those who should know can be informed 
by telephone, by an informal memorandum, or by a carbon copy of 
the letter which embodies the decision. This consideration of other 
staff officers insures coordination, without which no adjutant's office 
can successfully function. On unimportant details, which need not 
become a matter of record, a word over the telephone is sufficient. 
In order to save time for all involved, it is well for the adjutant to 
keep a memorandum pad on his desk or on his person, on which he 
jots down the gist of a decision and the name of the staff officer who 
should be informed. These informal details can then be passed along 
as a group, not taking the time of two officers to break into a busy 
day whenever a scrap of information pops up. Such informal nota- 
tion might look like this: 

Give S~2 latest information on map supply. 
Captain Jones (S-3) : Warning order on Benning School. 
S-2: Kolinski, Co. B, draftsman; wants S-2 assignment. 
2-3-4: New parking regulations. 

132. The commanding officer will usually designate an hour of 
the day when he wishes the adjutant to bring important matters to 
his attention. If he does not do so, the adjutant may with propriety 
suggest such a procedure, so that the commander's time may be con- 
served. At this time, so far as possible, papers should be presented 
for the commander's signature. The executive officer normally is 
present at this conference. At the appointed hour the adjutant 
should have all the pertinent papers arranged in order of importance. 
It is helpful to clip on top of voluminous documents a slip of paper 
briefing the contents for the commanding officer. The commanding 
officer may prefer to have all but matters of high policy presented to 
the regimental executive officer, in which case a similar procedure is 
followed. The regular daily conference, however, does not relieve 
the adjutant of the responsibility of taking up with the regimental 
commander or executive officer immediately any matter of urgency. 
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Which are matters of urgency and which are matters of routine can 
be learned only by experience and the use of common sense. The 
value of an adjutant is in his having the intelligence and the confidence 
to make decisions. It is better to make an occasional bad decision 
than to run to the executive office every few minutes with problems 
which could be solved under present policy. But if a decision so 
made is a bad one, the adjutant must be ready to take the conse- 
quences. By constant contact with the executive officer, a good 
adjutant knows instinctively which matters the executive or the 
commander particularly wishes to decide for himself. All matters 
involving a change of regimental policy, either by the regimental 
commander or by higher authority, should be taken up with the 
commander or his executive. 

133. As all business of the regiment clears through the adjutant's 
office, it is to him that officers of the regiment first go on official busi- 
ness. Consequently, the adjutant is closer than the rest of the staff 
to the officers and enlisted personnel of the organization. To him 
come the rumors, the personal problems, the portents of trouble. He 
should foster this close relationship, for through it he can feel the pulse 
of the regiment. Rumors should be accepted for what they are worth. 
A tactful word will kill many a rumor. Personal problems of officers 
and men should be looked into and advice or help offered when the 
problem is real and not merely an excuse for inadequacy. Portents 
of trouble should be reported. The adjutant, in brief, should be the 
emotional balance wheel of the regiment and the buffer which fends 
off incidental demands on the time and emotions of the regimental 
commander. 

134. In his relations with members of the command, he must always 
be impartial. Nothing is more destructive of morale than for the 
personal friends of an adjutant to receive special consideration. If 
they are truly his friends, they will not expect it. Nothing does more 
to win respect for the adjutant than treating all officers and men with 
equal consideration. While others may lean on him for information 
and advice, there is nobody upon whom he himself can lean. He is, 
and should be, a "lone wolf." Officially, he holds no views of his own, 
only those of his commander. 

135. He must always be available. No matter how pressing the 
matters awaiting his decision, he must always be ready to confer with 
the regimental commander or executive officer; and unless matters of 
great urgency prevent, he should be available to others who need his 
counsel and direction. He must be on call at all hours, day and night, 
for he alone knows all the affairs of the regiment. Even when called 
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upon at inconvenient times, he must be cheerful and cooperative. His 
day is never done, nor is his patience ever exhausted. 

136. It is a poor adjutant who clings to his desk hour after hour, 
day after day. It requires careful planning, decentralization of work, 
and confidence in subordinates to enable an adjutant to get around. 
If he does not get around, he loses his most important asset, per- 
sonal knowledge of the affairs of the regiment. He should visit 
battalion and company commanders in their headquarters; not in a 
spirit of criticism, not as a formal inspection, but as a friendly call. 
He should be a good listener, with large ears and a small tongue. 
A battalion or company commander who "lets off steam" to the 
adjutant is therefore a more contented officer. The adjutant should 
invite suggestions from the officers and enlisted men of the lower 
echelons. Out of the volume of suggestions which are offered, he will 
find a few which will improve the efficiency of the regiment. Full 
credit should be given the officer or enlisted man when such a sugges- 
tion is adopted. Further, the adjutant may implant ideas in the minds 
of others, and see them bear fruit not as his ideas but as the ideas of 
others. All this helps morale. At first, officers of the lower echelons 
may be inclined to take a defensive attitude, suspicious of the good 
faith of the adjutant. Every effort should be made to dispel this 
attitude and put the officer or enlisted man at ease. This does not 
imply familiarity. Familiarity between officer and enlisted man 
should never be permitted. Between two officers, it should be reserved 
for off-duty hours. The adjutant is responsible for the quality of 
administrative work in the lower echelons. He can, in the name of 
the regimental commander, demand improvement in the work. More 
wisely, he can advise and suggest. Sometimes both methods are 
desirable, depending on the personality of those involved. The 
objective is to gain the desired end with the least emotional eruption. 

137. The peculiar personal relationship between the adjutant and 
the officers of the regiment gives the adjutant a wealth of opportunity 
to set the morale pace for the regiment. He should remember the 
birthday of the regimental commander. It is an occasion and should 
be observed by all officers of the regiment. The normal courtesies 
among officers and enlisted men should be observed punctiliously and 
should be extended to the families of officers and men. Courtesies 
are merely good manners, inherent in all good officers and expected of 
all enlisted men. Relations with the civilian population are a peculiar 
province of the adjutant. It is through him that the civilian makes 
his contact with the military establishment. Civilian opinion of the 
Army will be based upon the tact and efficient manner in which the 
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adjutant responds to their requests. Private Smith writes home that 
he is being overworked, or underworked; that the food is scant, or so 
plentiful that it is wasted; that the platoon sergeant is a tyrant, or a 
jellyfish. Back comes a letter from an irate father. The adjutant 
should discuss the complaint with the company commander and the 
man, find out if any real cause for complaint exists, advise the company 
commander to urge Private Smith not to excite his parents unduly (if 
such be the case), and write a frank and tactful letter, in civilian form, 
to the father. The skill with which that letter is written may well 
gain one more enthusiast for the Army way. 

138. Civilians who visit the regiment should be treated with 
courtesy. They cannot be expected to know military customs and 
procedures ; they will wander into places which are exclusively for the 
use of the Army; they may drop rubbish in the area, not being aware 
of the rigid sanitary standards of the Army. In countless ways, with 
the best intention, they may fail to observe customs which have become 
second nature to Army personnel. A tactful explanation of post or 
regimental regulations, a polite request to conform and "play the 
game," nearly always brings enthusiastic cooperation. 
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Chapter 2 
REGIMENTAL HEADQUARTERS 

Paragraphs 

Organization of headquarters 139-154 

Regimental supply officer 155-160 

Use of Army Regulations and directives 161-173 

Section I 

ORGANIZATION OF HEADQUARTERS 

139. The adjutant must have outstanding ability as an executive. 
It is his task to organize and operate the administrative department 
of the regiment. His specific duties, as prescribed in AR 15-5, are 
as follows: 

a. The handling of official correspondence. 

6. Operation of all activities at the headquarters pertaining to 
assignment, transfer, promotion, retirement, discharge, classification, 
procurement, and replacement of personnel; leaves of absence and 
furloughs; assignment of quarters; decorations, citations, honors, and 
awards. 

c. Authentication and distribution of all orders and instructions, 
except those pertaining to tactical operations and military intelligence. 

d. Preparation and submission of returns, reports on strength, 
casualties, captured material, and prisoners of war. 

e. Preparation and distribution of the station list. 

/. Upon mobilization, the direction and supervision of the Army 
Postal Service within the command. 

140. The operation of the Army personnel system, as prescribed in 
AR 345-5, puts the major part of personnel record keeping in the 
regimental unit personnel section, which is a part of the adjutant's 
office. The unit personnel section does most of the personnel ad- 
ministrative work and record keeping formerly done by the company 
commander. The details of the operation of the section will be 
covered in considerable detail later in this manual. 

141. The tools with which these many functions are performed are, ■ 
of course, men, plus an adequate supply of typewriters, desks, tables, 
chairs, and other essential equipment. The physical properties come 
from the quartermaster by arrangement with the regimental supply 
officer. The men come from the staff section of the regimental 
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headquarters platoon service company, in an infantry regiment ; from 
the headquarters troop of a cavalry regiment; and as prescribed by 
Tables of Organization for the other arms and services. This manual 
describes procedures in the infantry rifle regiment as a basic unit. 

142. The adjutant, a captain, is authorized by T/O 7-1 1 (see fig. 14) . 
His assistant is a warrant officer. The personnel officer, also assistant 
adjutant, is a captain from the service company. The enlisted 
personnel of the adjutant's office also comes from the service company, 
and consists of 17 enlisted men (see fig. 15). AR 345-5 provides for 
the use of the company clerks of the regiment, or as many of them as 
are needed, in the unit personnel section, for either whole or part time. 
While it is sound administrative policy to operate with the minimum 
number of men, experience indicates that it may be necessary to 
organize the adjutant's office on the basis of using all 16 company 
clerks. After the regiment has become a smoothly working ad- 
ministrative machine, it may be desirable to release some of the 
company clerks, except at times of peak loads. This is a matter which 
must be decided by the adjutant and the commanding officer, after 
carefully analyzing the over-all work load. In the description below 
it is assumed that the unit personnel section will include all the 
company clerks. 

143. a. Assuming that the adjutant has at his disposal 33 enlisted 
men — 17 allowed by T/O 7-13 (fig. 15) and 16 company clerks, all of 
whom are corporals — he must decide how he may best employ these 
men to accomplish his administrative mission. Figure 13 shows one 
way in which these 33 men may be efficiently grouped so as to accom- 
plish the required work. The chart does not, however, represent the 
only solution. This organization is flexible. It uses all of the 
company clerks in the unit personnel section, but also has a nucleus 
of assigned, or Tables of Organization, personnel in each subsection. 
This makes it possible to rotate the company clerks in the several jobs, 
while the assigned Tables of Organization personnel remains fixed. 
It also enables the personnel officer to release one or more company 
clerks from each subsection during times when the volume of work will 
permit their being spared. 

b. Figure 13 shows the chain of command running from the adjutant, 
through the sergeant major, to the miscellaneous and postal sections 
on the one hand, and to the personnel officer and his sections on the 
other hand. The personnel officer, as assistant adjutant, is in charge 
of the personnel section directly under the adjutant. 

144. Under this suggested plan of organization, a logical distribu- 
tion of work would be as follows: 
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a. Miscellaneous section. — Handles incoming mail and miscellaneous 
correspondence; prepares general orders, special orders, memoranda, 
bulletins, circulars', and fatigue details; prepares officer of the day and 
officer of the guard rosters; prepares duty rosters for boards and 
courts; maintains decimal files of miscellaneous correspondence 
(including policy files) ; operates mimeograph ; issues publications, office 
supplies, and equipment; provides messenger service; prepares daily 
bulletin. 

b. Postal section. — Receives mail from the APO and distributes it 
down to companies; bundles and dispatches mail to APO. 

c. Unit personnel section. — (1) Enlisted subsection. — Maintains serv- 
ice records; maintains pay records of enlisted men; prepares pay rolls 
and individual vouchers, final statements, statements of charges, 
applications for insurance and allotment of pay, and discharges and 
reenlistments; maintains enlisted 201 files; checks monthly rosters. 

(2) Officers 7 subsection. — Maintains officers' 201 files and status cards; 
checks efficiency reports; prepares active duty reports of Reserve 
officers, pay vouchers, and mileage vouchers; maintains locator card 
files; checks monthly rosters. 

(3) Reports and returns subsection. — Handles reports of change; 
checks morning reports; prepares ration returns; checks daily ration 
reports; prepares strength returns, where required; maintains locator 
card files. 

(4) Correspondence and orders subsection. — Handles correspondence 
concerning individual officers and enlisted men; prepares drafts of ! 
special orders. 

(5) Classification subsection. — Maintains soldiers' qualification 
cards; interviews enlisted men concerning reclassification. Makes 
recommendations for reclassification and for detail of enlisted men to | 
service schools, etc. I 

145. The plan above is a guide only. The functional distribution 
of the work is not prescribed. The adjutant is responsible for the 
accomplishment of work, and will use his judgment in dividing the 
work functionally. He may properly decide upon a different alloca- 
tion of functions from those described above. 

146. In some organizations, for example, there is a distinct publica- 
tions and supply subsection, where Army Regulations, directives, 
printed forms, and such material are stored and distributed, and where 
regimental directives are issued and published. In such cases the 
mimeograph would logically be in the publications subsection. 

147. Still another variation is to have all correspondence files in one 
section. The advantage is that men trained in filing can be more 
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accurate. The correspondence files may, if the adjutant so desires, be 
maintained within a wire enclosure, thus insuring that only those men 
work on the files who are responsible for their accuracy. 

148. The adjutant may desire to have all officer matters except 
routine records handled by an executive subsection of the miscellane- 
ous section rather than in the unit personnel section.- He may con- 
sider that the affairs of officers are to some degree confidential and 
should not be available to the general clerical force. Furthermore, 
he is himself closely in touch with the officers of the regiment and may 
consider that their affairs can be more carefully handled under his 
direct supervision. 

149. These variations in the functional organization are offered 
merely as suggestions, so that the reader may understand the scope of 
the work to be accomplished and the freedom allowed in organizing 
the headquarters. • The decision of an adjutant to adopt one plan or 
another will be influenced by such factors as the amount of space 
available, the quality, training, and educational background of the 
enlisted men available, the personality and training of his personnel 
officer, and his own predilections. 

150. Still another consideration which strongly influences the partic- 
ular plan of organization is the relation of garrison training to training 
in the field, maneuvers, and combat. The adjutant should never 
forget that all plans must be workable in combat or else so flexible 
that a change to field conditions and combat can be accomplished 
with the least possible disruption of procedures. 

151. When the regiment is in the field, regimental headquarters is 
sharply divided into a forward and a rear echelon, often many miles 
apart and working independent of each other so far as routine adminis- 
tration is concerned. At such time all routine administration reverts 
to the rear echelon (the unit personnel section). Therefore, it is 
sound policy to retain in the miscellaneous section, while in garrison, 
only those functions which are primarily executive; that is, those 
which involve the decisive action of the adjutant. 

152. Regardless of the type of organization adopted, the adjutant 
and his assistant, the regimental personnel officer, must make pro- 
vision for two requirements of AR 345-5. First, a specific plan must 
be devised for the training not only of those regularly on duty in the 
headquarters, but also those .who will serve as replacements. 

153. a. In planning for the continuous training of those regularly on 
duty, it is sound practice to rotate the specialist groups within a unit 
personnel section, so that the group working on pay rolls 1 month may 
be working on service records the following month ; and so forth. In 
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carrying out such a plan, it is advisable to retain, without rotation, 
those noncommissioned officers who are the heads of sections. Under 
such a plan of rotation, each clerk will have his primary assignment, 
but will also become skilled in other phases of work. The rotation 
plan is only one of many which the adjutant may devise. Individual 
men may be switched about temporarily without the shifting of an 
entire group. The exact procedure will depend upon the personnel 
available and the over-all plan* of the adjutant. 

b. There should be a continuous training program for substitute 
clerks. Here, too, the particular plan in operation varies with local 
conditions. 

c. In one regiment, substitute clerks are brought to the unit person- 
nel section, one from each company, for a half day at a time, the other 
half of the day being spent in field training. In another instance, 
classes are held for substitute clerks during the afternoons over a given 
period of time. The training program in this instance starts with , 
lectures and demonstrations, covering such subjects as service records, 
pay rolls, and reports of change, to be followed by the execution of the 
actual forms themselves, 

154. Under the provisions of AR 345-5, company clerks, when as- 
signed to the unit personnel section, cannot be given other duties 
which will interfere with the proper performance of their clerical 
duties with the unit personnel section. The personnel officer is thus 
protected against having company clerks, once assigned to him, used 
for miscellaneous duties. AR 345-5 also provides that all clerical 
duties pertaining to those company records which are maintained 
within the company will be performed within the company by other 
personnel. Thus, if the regular company clerks are assigned to the 
unit personnel section, the company commander is authorized to 
detail other men within the company to carry on those clerical duties 
which still rest with the company, such duties to be in addition to 
normal training duties. Company orders will be published from 
time to time, and various notices will be prepared for the company 
bulletin boards. These, and other clerical details, will require some 
use of substitute company clerks; but such use should be kept to a 
minimum in order that the greatest possible number of men will 
receive training for combat. A copy of each company order, as 
issued, should be sent to the unit personnel section for its information. 
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Section II 



REGIMENTAL SUPPLY OFFICER 



155. a. The regimental supply officer, a major, is also S-4. He is 
both a staff officer and the commanding officer of the regimental 
supply service. The service company itself is commanded by a 
captain, 

b. The regimental supply officer is responsible to the regimental 
commander for the equipment, supply, and transportation of the regi- 
ment. He is the accountable property officer, drawing property from 
the division quartermaster and issuing it to organization com- 
manders. He controls the organic transportation of the regiment and 
commands the regimental trains. As a staff officer he advises the 
regimental commander on the availability, condition, and service- 
ability of equipment and supplies, and plans for and procures replace- 
ment of equipment, supplies, and subsistence. The flow of supplies 
is from rear to front. It is a direct responsibility of the supply officer 
to see that this flow is maintained without interruption. The regi- 
mental munitions officer, a member of the service company, is respon- 
sible for the planning and procurement of munitions. 

156. a. The personnel of the service company includes 10 officers, 
3 warrant officers, and 119 enlisted men. This includes the staff 
section of regimental headquarters, in which there are 1 officer and 
17 enlisted men. The others, 9 officers, 3 warrant officers, and 102 
enlisted men, are the personnel with which the regimental supply 
officer carries out his several missions. (See fig. 15.) 

b. The administration of the supply echelon of the regiment requires 
the same qualities of tact and good judgment, patience and urbanity 
as are required of the adjutant. The supply officer deals directly with 
all the organization commanders and with many junior officers detailed 
as company supply officers. 

c. His problems are many and varied. As a staff officer he must 
keep informed of current plans of the regimental commander and must 
make his own plans to meet the supply and equipment needs of any 
tactical and training mission to which the regiment may be committed. 
He must be able to tell the regimental commander and other staff 
officers what supplies may be expected at any date and must be able 
to meet changing conditions. Like any good staff officer and any 
good commander, he must be able to delegate both responsibility and 
authority to his subordinates. The actual drawing and issuing of 
routine supplies he will leave largely to the regimental supply sergeant, 
a master sergeant. The planning and procurement he will do himself. 
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d. During the initial stages of the organization and training of the 
regiment, he must organize his own service company and train its per- 
sonnel for their highly specialized jobs while, at the same time, he 
delivers needed equipment and supplies to the organizations of the 
regiment. He will deal directly with the division quartermaster and 
with the division G-4 upon occasion. Frequently he will have to 
deal directly with the post or station quartermaster. He should keep 
the regimental adjutant and the regimental executive fully informed 
of the details and results of any conferences held with the division 
quartermaster, and advise them of the contemplated issuance of equip- 
ment and supplies, other than routine issues. 

e. He must know the technique of property accounting, but should 
delegate the details to his subordinates so far as is possible under 
regulations. 

157. The transportation platoon of the service company {infantry 
rifle regiment) includes a battalion section, commanded by a first 
lieutenant. The primary responsibility of this officer is to provide 
transportation to the "fourth battalion." The so-called fourth bat- 
talion is a grouping of those elements of the regiment which are not 
lettered companies; namely, regimental headquarters, headquarters 
company, antitank company, cannon company, and service company. 
Except for ceremonies, the grouping is affected only during movement 
of the regiment. At such times, the fourth battalion is commanded 
by S-4. In each infantry rifle battalion there also is a transportation 
officer, who is on the staff of the battalion commander and who is 
commander of the battalion headquarters detachment. His respon- 
sibility is limited to the battalion headquarters detachment. Pro- 
viding supply services to the companies is the responsibility of the 
regimental supply officer. (See fig. 15.) 

158. a. The supply functions of the service company are handled 
by the supply section of the service company. With this group, 
the supply officer sets up his office and warehouse organization for 
handling property. 

b. The subject of property accounting is fully covered in TM 
10-310 and in the several Army Regulations cited therein, and need 
not be discussed in detail here. See also Circular 105, War Depart- 
ment, 1942. 

159. a. The regimental supply officer requisitions on the division 
quartermaster for all classes of property listed in the applicable 
Tables of Allowances. In the field, under campaign conditions, this 
will be confined to those classes of equipment and supplies listed in 
Tables- of Basic Allowances. In training camps, posts, and stations, 
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during training periods while the organization is still in the zone of 
the interior, additional articles covered in Tables of Allowances for 
posts, camps, and stations (T/A 20) may be drawn, if available. 
Such items include cots, mattresses, dining room equipment, office 
furniture and equipment, and other articles which are not normally 
carried into the field on campaign or extended maneuvers. The 
unit supply officer looks to the custodial officer as his source of supply. 
Unit supply officers are not normally purchasing and contracting 
officers, although when their unit is operating as a separate unit 
from the division to which it is normally assigned, the unit supply 
officer may be authorized by higher authority to act as a purchasing 
and contracting officer. 

b. Experience will quickly show that the supply officer and the 
adjutant must work hand-in-hand. Both jobs require executive abil- 
ity of a high order; both require close and cordial cooperation, the 
one with the other, and both with the commander. The supply 
officer must bear in mind always that his primary mission is one of 
service to the troops. He should inculcate in his men this spirit of 
service and should insist that every effort be made to insure an 
adequate quantity of essential supplies at all times, in order that 
important training missions in the zone of the interior may not be 
delayed or interrupted. In campaign, no effort must be spared to 
see that essential supplies get to the troops in the fighting line in 
spite of all dangers and difficulties. 

160. a. A warrant officer is assistant to the supply officer. His 
duties are as prescribed by the supply officer and he bears the same 
relation to the supply officer that the warrant officer (assistant to 
the adjutant) bears to the adjutant. 

b. The regimental supply sergeant, as the key enlisted man in the 
supply section, under the direct and immediate supervision and 
direction of the supply officer and warrant officer, must have high 
character, unswerving loyalty to his superiors, and the ability to 
carry out his assigned mission with efficiency and dispatch. He 
must be a good "paper work" man, in order to insure the integrity 
of the records and protect the Government and the supply officer ! 
against pecuniary loss due to careless handling of records. He must 
not, however, become so obsessed with record keeping as to lose 
sight of his primary mission, which is to get the supplies to the troops 
for whom they are intended. The supplies themselves, delivered to 
those who need them when they are needed, are more important than 
the records. 
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c. The supply sergeant and his enlisted assistants should be 
thoroughly familiar with TM 10-310, and with the pertinent Army 
Regulations concerning procurement, issue, and accounting of 
property. 



161. a. Intelligent and constant use of Army Regulations, War 
Department circulars, general orders, and bulletins, and directives of 
other headquarters in the chain of command is essential to good 
administration. 

b. Many an officer views with dismay the hundreds of pamphlets 
of Army Regulations, gathered together in four or five thick volumes. 
The tyro may have a feeling of helplessness before the constant stream 
of changes, circulars, bulletins, orders, and letters. All these regula- 
tions and directives make, indeed, a formidable documentation of the 
rules governing the administrative procedures of the Army. Yet all 
this material is organized according to a definite plan. Once one 
knows the plan and follows it, regulations become less terrifying, and 
other directives fall into their proper places as guides and authority. 

c. A comprehensive index to Army Regulations was published in 
1935. It is temporarily out of print. Until distribution of the 
compilation is available, the adjutant who is able to obtain a copy, 
no matter how soiled and dog-eared, should guard it closely, for he 
has a treasured and useful possession. Lacking the 1935 index, the 
best indexes are those which appear in AR 1-6 and AR 1-10. The 
former is arranged alphabetically, and the latter by numerical 
sequence and group. AR 1-10 also lists the date on which the 
regulation was published and the number of the change. The 
system under which Army Regulations are published is found in 



162. a. All decisions which are made and all action which is taken 
must conform to Army Regulations, for Army Regulations have the 
force of law within their proper scope. "The President is the con- 
stitutional Commander in Chief of the Army," states AR 1-15, "is 
vested with a general and exclusive authority to make and publish 
regulations for the Army and may, in the due execution of the laws 
for the government of the Army, make needful and proper regulations 
without any legislative authority whatever, similarly as he may give 
orders as Commander in Chief.' 9 

6. Whether or not resting upon any express authority or statute, the 
legal effect of Army Regulations is simply that of executive, adminis- 
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trative, and instrumental rules and directions as distinguished from 
statutory enactment. When it is said that they have the force of law, 
nothing more is meant than that they have that virtue when they are 
consistent with the laws established by the legislature. They have 
the force of law within their proper scope, but not beyond it. They 
are thus not law, in the sense of being a part of "the law of the land/' 
nor are they embraced in the designation "laws of the United States," 
but are law, and operative, as regulations only. As such, they are 
law to the Army and those whom they concern, and so far are binding 
and conclusive. (See Winthrop's Military Law and Precedents, 
1920, pp 31 and 32.) The President exercises his authority as 
commander in chief through the Secretary of War; and since Army 
Regulations are published "by order of the Secretary of War," they 
are the directives of the President. 

163. a. Army Regulations are published in a single system of 
numbered pamphlets, for filing in loose-leaf binders. Those regula- 
tions which pertain primarily to a subject, or to a subdivision of a 
subject, are published under one title, which in turn may be sub- 
titled. Thus, all regulations pertaining primarily to commissioned 
officers will be published under the group title "Officers." All 
regulations pertaining primarily to military education will be pub- 
lished under "Military Education"; and so on. Special efficiency 
reports are contained in AR 600-185, that being the basic regulation 
on efficiency reports. 

b. Army Regulations as a series, and each particular regulation, are 
presented in logical sequence. Duplication of subject matter is 
avoided, and all regulations are uniform in their manner of presenta- 
tion of a subject. Each pamphlet includes matter "such as may 
ordinarily be expected to be needed by any person who may ordi- 
narily be expected to need any part thereof" and "such as may 
ordinarily be expected to require revision under the same circum- 
stances as part thereof." 

c. Just as, Army Regulations must not contravene the law and must 
not legislate, so the orders and directives published by the War 
Department and by any headquarters in the Army must not contra- 
vene Army Regulations. This means that the adjutant for a com- 
manding officer is prohibited from issuing an order or directive, either 
written or verbal, which is in conflict with Army Regulations or 
the law. This should be kept in mind especially in publishing orders 
and directives which may operate to deprive any individual or group 
of individuals of any rights or privileges guaranteed under the Con- 
stitution or established by any statute enacted by Congress. For 
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example, a soldier may be punished for using disrespectful or in- 
subordinate language toward his superior officer, because that is a 
military offense expressly prohibited in the Articles of War and in 
Army Regulations; but no officer may, in the exercise of his military 
authority, deprive a soldier, or another officer, of his constitutional 
right of free speech. 

164. Each Army Regulations title consists of two parts: the gen- 
eral title and the subtitle. Thus the regulations on "personnel" in- 
clude a pamphlet on "rank and precedence. " The group number for 
personnel is 600 ; the subdivision on rank and precedence of personnel 
is AR 600-15. Pamphlets are not numbered consecutively, blank 
numbers being left for future use. Each regulation contains within 
its text the cross-references which are pertinent and which enable the 
reader to pursue the subject further. A revised Army Regulations 
pamphlet ordinarily will bear the same number as the current edition. 

165. Army Regulations are grouped by series, for convenience. 
Thus, the 30 series concerns the Quartermaster Corps; the 210 series 
concerns posts, camps, and stations^. 

As soon as possible after activation, the adjutant should have made 
several sheets on which these groups are listed. One of these lists 
should be on every desk in the headquarters % 

166. Inasmuch as many problems which corifront an adjutant can 
be solved only by reference to several regulations, it is good practice 
for the adjutant also to have a list compiled of those subjects which 
most frequently occur, with the various references needed in each 
case. Copies of this list should also be made available throughout 
the office. 

167. The main and subnumbers of Army Regulations are printed 
in the upper outer corner of each page. Underneath these numbers 
appear the numbers of the paragraphs which are contained on that 
page. The entire pamphlet is indexed by section and by paragraph, 
the section indexing appearing at the beginning of the regulation. 
Thus, if a reference is to the amount of leave authorized for com- 
missioned officers, one would look in AR 1-6 under "commissioned 
officers" (listed as officers) and see that the subdivision "leaves of 
absence" is in AR 605-115. Referring to AR 605-115, the index of 
sections shows that ordinary leave is covered in section II, paragraphs 
2 to 13, inclusive. Turning to paragraph 2, as shown in the num- 
bering at the top of the page, one sees "amount authorized." 

168. When a soldier dies, the provisions of a number of Army 
Regulations must be applied in order to accomplish the notification 
of his next of kin and The Adjutant General, to have the remains 
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prepared for burial and shipped to his home, and to close his accounts. 
The basic regulations are AR 600-550. The report of cause of 
death, which is a concern of the Medical Department, is covered in 
AR 40-1080; remarks to go into the morning report of the organiza- 
tion are found in AR 345-400 ; the settlement of clothing accounts is 
covered in AR 615-40; disposal of the soldier's deposits is shown in 
AR 35-2600; the procedure to pay any amount due the soldier to 
his legal heirs is covered in AR 35-2480; and the subject of gratuity 
is covered in AR 35-1540. In this list the base number 600 is per- 
sonnel; 615 is also personnel, enlisted men; 345 is the base number 
for military records; 35 is the base number of the Finance Depart- 
ment; and 30 is the base number for the Quartermaster Corps, which 
is concerned with the preparation for burial, furnishing casket, ship- 
ment of remains, and furnishing the flag. 

189. In the case of enlisted men, the primary subject will be per- 
sonnel or enlisted men. The 600 and 615 series of pamphlets are the 
primary references. But there may be a question of pay involved, 
in which case the Finance Department is interested; and the Finance 
Department regulations are covered in the 35 series. If the Quarter- 
master Corps comes into the picture, the 30 series may be needed. 
Suppose the question hag to do with the exchange. Exchanges per- 
tain to posts, camps, and stations; and the base number concerning 
administration of posts, camps, and stations is 210. Going further 
and referring to exchanges, it is found that AR 210-65 covers that 
subdivision of the subject of their administration in posts, camps, 
and stations. 

170. Another problem may concern a service school. Suppose it 
is desired to send one or more enlisted men to the Engineer School, 
and nothing is known about the school or the details concerning 
students. The primary subject in this case is military education. 
Referring to AR 1-10, it is found that military education has the 
base number 350. Going down the list of references, is found the 
Engineer School listed under AR 350-300. 

171. Changes are constantly being made in Army Regulations. 
These changes, additions, and even entirely new procedures and 
methods are announced to the service by the War Department in 
Army Regulations changes, War Department circulars, bulletins, 
general orders, and letters — sometimes even in tentative advance 
copies of regulations which are to be added. 

172. When any of these documents is issued as a change in existing 
regulations, that fact is stated in the circular, bulletin, or change 
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itself. In every headquarters, one person, detailed by the adjutant, 
should be charged with the responsibility for inserting changes in their 
proper place in the loose-leaf binders of Army Regulations. War 
Department circulars, bulletins, and general orders should be kept in 
separate binders. When a circular or bulletin which embodies a 
change in Army Regulations is received, the person charged with 
inserting changes should immediately turn to the proper regulations, 
find the paragraph or subparagraph changed, and note on the margin 
of that page, at the proper place, the fact- of the change and the cir- 
cular, bulletin, or order making the change. When regulations are 
used, every change noted should be consulted. 

173. Be sure that everyone concerned is informed of changes and is 
furnished copies of changes and of all directives with which they are 
concerned. 
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Section I 



GENERAL 



174. Administrative operation by a regimental adjutant falls into 
two general phases: 

a. Management of affairs. — This involves execution of policies, 
establishment of internal procedures, coordination with other staff 
officers, and organization of the administrative personnel under his 
control into a smoothly operating team, with a logical and equitable 
division of functions and responsibilities. It involves also the all- 
important task of follow-through to assure that orders and directives 
are actually being executed in the manner and to the end desired. 
The adjutant must be the focal point of all of the affairs and activities 
of the regiment, even of those affairs and activities over which he does 
not exercise direct control as the spokesman of the commander. This 
demands judgment, decision, coordination, and action by the adjutant. 
He must consider the various methods and procedures available, must 
then make his decision, formulate his plan, insure that it is coordinated 
with others concerned, and finally, act upon his decision. 

b. Recording and reporting of action taken. — He must see that action 
taken bv his commanding officer, or by himself in the name of the 
commanding officer, is accurately recorded; and he must then see 
that such action is reported to higher authority, when required. 

175. a. Policies are determined by the regimental commander, or 
by higher authority; but it is the adjutant, under the direction of his 
commander, who puts those policies into effect. His judgment of 
methods and procedures must be sound, and his action clear-cut and 
decisive. He must dissolve doubts and uncertainties. He has officers 
and men to record and report action taken; but, within the framework 
of existing policies, the thinking, planning, and deciding he alone can 
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do. Never can he allow the bugaboo of " paper work/' to overshadow, 
divert, or confuse him. Record keeping and reporting are of vital 
importance and must always be accurate and up-to-date, but the 
judgment and planning which precede record keeping and reporting 
are of even greater importance. 

6. Inasmuch as recording and reporting usually concern personnel, 
most of the men on duty in the adjutant's office are detailed to the 
regimental personnel officer. The adjutant should keep himself free 
from the details of personnel management and maintain an objective 
viewpoint, but should always exercise supervision and control. 

Section II 
PREACTIVATION PERIOD 

176. a. The War Department plan for the activation of divisions 
and their component parts contemplates the following progressive 
steps: 

(1) Selection is made of date and place of activation; selection and 
designation of the division commander and his general and special 
staff; selection and designation of regimental commanders, staff 
officers, and battalion and company commanders. These officers 
constitute the officer cadre. When selected, they are ordered to 
general and special service schools for special refresher courses. They 
then report to the station at which the division is to be activated. At 
the same time, certain existing units are directed to train enlisted 
cadres for the division to be activated. 

(2) The officer and enlisted cadres report to the station at which 
the division is to be activated, and prepare for actual activation, 
which is usually several weeks later. During the interval between the 
arrival of the cadres and the actual activation of the division, Tables 
of Basic Allowances equipment is shipped to the station, to be ready 
for issue to the units of the division when they are activated. 

(3) The division and its units are activated and filler replacements 
are received to bring the division to full war strength. These filler 
replacements are sent direct from reception centers and are Selective 
Service men. At the reception centers they are equipped with 
individual clothing and equipment, less arms and field equipment, and 
are classified and their service records initiated. When they arrive at 
the division activation point they are ready for assignment to 
companies. 

6. For the purpose of illustrating the administrative operation of a 
regimental adjutant's office from its inception, predicated on the 
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recent activation of a Reserve division, assume that you are Captain 
Thomas A. DuBois, Infantry; that you are ordered to reporjt to Fort 
Dix, N. J., on April 30, 1942, for assignment to the 20th Infantry 
Division, upon the activation of that division, which is to take place 
on June 1 , 1942. Arriving at Fort Dix you report to post headquarters, 
and are directed to the area to be occupied by the 20th Infantry 
Division. You find that the commanding general, his general and 
special staff, and the colonels who are to be regimental commanders, 
have arrived that day. You find the division adjutant general, and 
report. He checks your name on a list he has, and informs you that 
you are to be assigned to the 100th Infantry, which is to be com- 
manded by Colonel Atwater, and is to occupy an area which he shows 
you on a map of the post. He tells you also that there is to be a 
meeting of all officers of the division in the War Department theater 



c. That part of the commanding generaFs talk of immediate con- 
cern to you is: 

(1) At this time the 20th Infantry Division does not exist. It is 
to be formally activated on June 1. Meanwhile, all officers who con- 
stitute the officer cadre have been ordered to this station. Their orders 

state: " upon activation of the 20th Infantry Division, 

are assigned to that unit." Therefore, until June 1, all officers will 
be attached to the post and station complement of Fort Dix. But, as 
a matter of practical fact, they will be for duty with the 20th Infantry 
Division, and subject to the direction of the division commander. 
No formal division records will be initiated and no formal division 
orders will be issued. Informal memoranda will be issued to serve as 
guides and to convey to those concerned the wishes of the division 
commander. The adjutant general will cause a mess to be set up 
immediately, to operate as a casual officers' mess. Further details 
on that later in the day. The mess will begin operation with supper 
today. 

(2) The enlisted cadre will arrive tomorrow. Members of the 
enlisted cadre will also be attached to the post and station complement, 
specifically to the headquarters company of the service unit. Mem- 
bers of the enlisted cadre will be "earmarked" for specific organiza- 
tions, and will be available to unit commanders from the time of their 
arrival. 

(3) There will be a training program for cadres — officers and men- 
designed to familiarize all concerned with the process of activating 
and organizing the units and organizations. The division Gr-3 will 
publish in memorandum form the over-all training program; and each 
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unit commander will prepare detail schedules, to be approved by 
G-3 of the division. 

(4) Filler replacements are scheduled to arrive in increments of 
1,000 men, beginning on June 1. They will be assigned to units by 
division headquarters in accordance with a plan to be published. 
As the men come in and are assigned to regiments and separate bat- 
talions, companies will be organized at full strength. 

(5) Regimental commanders will supervise the organization and 
operation of one mess for enlisted cadremen — this mess to be operated 
as a branch of the mess of the service unit to which the men are 
attached for rations. Cots, mattresses, mattress covers, and blankets 
will be drawn from the supply officer of the service unit for use of the 
enlisted cadre. Later a "custodial officer," who will be a member of 
the post and station complement, will be designated for one or more 
units, to draw and furnish post and garrison property and equipment. 
Unit supply officers will carry on their records Tables of Basic Allow- 
ances equipment and property only. No stock record account is 
maintained by unit supply officers. 

(6) A limited amount of motor transportation for assignment to 
the division has already arrived at the station. The division trans- 
portation officer will allot this motor transportation, and make 
arrangements for issue of gasoline and oil. 

(7) Each unit, regiment, and separate battalion, will maintain a 
memorandum headquarters morning report, to be submitted daily 
to the division adjutant general's office, where a consolidated morning 
report in memorandum form will be maintained, and submitted daily 
to the post administration center or unit personnel section. All 
formal personnel accounting and administrative procedures will be 
handled by post headquarters until the division is formally activated. 

(8) One branch exchange for the accommodation of the cadre will 
be opened and operated within the division area, beginning tomorrow 
morning. 

d. When the meeting is over you go back to your regimental head- 
quarters building. Colonel Atwater appears, introduces himself, and 
the other officers of the cadre to each other, and then proceeds to 
designate his staff and give his instructions. " You, Captain DuBois, 
are designated as S-l, the regimental adjutant; Captain Richard C. 
Gleaves, S-2; Major Ralph S. Easons, S-3, and Major Robert T. 
Jones, S-4. The surgeon and special service officer have been 
designated by division headquarters." 

177. a. Upon consulting your Tables of Organization, which you 
should have in your brief case (T/O 7-11 and T/O 7-13; see figs. 14 
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and fig. 15), you find that your assistant adjutant, the regimental 
personnel officer, is a captain assigned to the service company, and 
that the enlisted men who will form the clerical force of your office 
also come from the service company. In addition to your assistant, 
the personnel officer, you will have four men in your enlisted cadre, 
as follows: 

1 master sergeant, regimental sergeant major and chief clerk. 
1 technical sergeant, personnel sergeant major and chief clerk of 

the unit personnel section. 
1 technician fourth grade (sergeant), a headquarters clerk. 
1 technician fourth grade (sergeant), a mail clerk. 

b. With these four men you must organize your office, and carry on 
until the division and regiment are activated officially and until you 
receive filler replacements to bring the service company to full 
strength. At that time you select the men to fill the other positions 
in your office authorized by the Tables of Organization. An organiza- 
tion plan for your office is suggested in section I, chapter 2, part two, 

c. Your first task is to get equipment with which to operate your 
office. So, with the Tables of Organization before you and the 
organization plan suggested which you decide to adopt for the present 
at least, you make up the following list of furniture and equipment: 

10 desks, flat-top, single, double pedestal. 
10 chairs, office, swivel, with arms. 
6 desks, typewriter, drophead. 
6 chairs, swivel, typists', posture. 
10 tables, office, 3 by 6 feet. 

1 mimeograph duplicator, model 91, electric drive. 

4 file cabinets, steel, four-drawer, legal size. 
6 chairs, office, side. 

1 cabinet, storage, stationery. 

5 reams paper, bond, white, 20 pound, 8 by 10% inches. 

10 reams paper, tissue, second sheets, white, 8 by 10% inches. 

10 reams paper, mimeograph, white, 8 by 10^ inches. 

5 reams paper, mimeograph, white, 8 by 11% inches. 

5 quires stencils. 

1 pound correction fluid, stencil. 

5 pounds ink, mimeograph. 

1 dozen erasers, typewriter, round. 

1 dozen erasers, ink, red. 

1 gross pencils, No. 2 black. 

1 dozen pencils, colored, and assorted. 
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1 dozen pencils, red. 

1 dozen pen staffs. 

1 gross pen points, steel. 

1 gross blotters, hand. 

1 dozen blotters, desk. 

1 gross pads, scratch, 8 by 10K inches. 

1,000 envelopes, penalty, No. 10. 

1,000 envelopes, penalty, No. 6. 

500 envelopes manila, 9 by 12 inches. 

d. This is more than you will need now, with only the cadre and 
company clerks present; but it is wise to place the requisition now for 
the equipment you will need when your office is at full strength a 
month from now. There are many other items which you have not 
listed, but you will think of them later and place a supplementary 
requisition. In the meantime, you urgently need enough furniture 
and supplies to enable you to function during the intensive training 
period ahead. You give the requisition to Major Jones, S-4. During 
the afternoon a truck rolls up and delivers a dozen or so folding tables 
and folding chairs, four typewriters, and an assortment of office sup- 
plies. There are only two desks and swivel chairs, and these go 
without question to the regimental commander and his executive 
officer. 

e. You and your personnel officer, Captain James M. Perkins, work 
out a floor plan of the office (see fig. 16), and distribute the tables 
and chairs you have received into a general semblance of what you 
want the office to look like. While you are doing this, another truck 
brings two file cabinets, and a dozen wooden boxes of various sizes 
which can be used for temporary storage of supplies and records. 

/. The next job is to work out with S-3 an administrative training 
program and schedule, which will include all first sergeants and 
company clerks, as well as your own cadre. 

g. While you are working with S-3 on the training plans, you send 
Captain Perkins to post headquarters to confer with the commanding 
officer of headquarters company of the service unit on details of 
organizing the branch mess for the enlisted cadre. 

h. Before you realize it the day has passed. There will no doubt 
be some lost motion, some feeling around for the best method of pro- 
cedure, some discussion with the executive officer and the regimental 
commander as to organization plans. You will, of course, present to 
the executive and the regimental commander your proposed plan of 
organization of the headquarters, and you must be prepared to defend 
this plan, to show why you propose to do it this way, and to explain 
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the functions which will be allotted to each section and subsection of 
the headquarters. This first day will prove highly important to you 
and to your regiment; you will be able in this short time to show a 
great deal of initiative and resourcefulness, to justify your selection 
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Officers subsection. 

Reports and returns subsection. 

Correspondence subsection. 

Warrant officer, assistant regimental adjutant. 

Master sergeant — sergeant major. 

Technician fourth grade, section chief. 

Technician fourth grade, clerk and mail. 

Technician fourth grade, files and mimeograph. 

Private first class, messenger. 

Mimeograph table. 

Technician fourth grade, section chief, postal 



Technician fifth grade, mail clerk. 

Private first class, mail clerk. 

Private first class, clerk. 

Mail desk with rack over. 

Master sergeant, personnel sergeant major. 

Corporal, service record clerk. 

Corporal, service record clerk. 

Corporal, service record clerk. 

Corporal, pay roll clerk. 

Corporal, pay roll clerk. 



19 Corporal, pay roll clerk. 

20 Technician fifth grade, 201 

21 Private, basic, utility. 

22 Work table. 

23 Corporal, classification. 

24 Corporal, classification. 

25 Corporal, classification. 

26 Private first class, classification. 

27 Corporal, records and files. 

28 Corporal, pay and mileage. 

29 Qualification card files. 

30 Locator card files. 

31 Officers' 201 files. 

32 Enlisted 201 files. 

33 Enlisted 201 files. 

34 Corporal, morning reports. 

35 Corporal, 303's. 

36 Corporal, rosters, strength and ration 

37 Private, basic. 

38 Corporal, subsection chief. 

39 Private first class, clerk. 

40 Private first class, orders clerk. 

41 Corporal, clerk. 

42 Decimal files. 

43 Bench. 



Figure 16.— Floor plan of a regimental headquarters in "type building." 

as the regimental adjutant. But many things must be decided for 
which there is no guide or precedent save common sense and good 
judgment. Do not bother the executive and the regimental com- 
mander with unnecessary questions; make decisions when you can do 
so, without assuming the prerogative of command which belongs only 
to the commander. 
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Section III 
ACTIVATION 

178. a. Assume now that it is June 1, 1942. Early in the morning 
a messenger from division headquarters brings you several copies of 
General Orders No. 1 , Headquarters 20th Infantry Division, announc- 
ing the activation of the division, the assumption of command by 
General Winslow, and the announcement of the appointment of the 
division general staff. With it are Special Orders No. 1, announcing 
the assignment of officers, who have heretofore constituted the cadre, 
and of those filler replacement officers who have reported for duty. 

6. As adjutant-designate of the 100th Infantry Regiment, it is now 
your duty to prepare for the signature of the regimental commander 
your own General Orders No. 1 and Special Orders No. 1. Your 
General Orders No. 1 should be like this: 

HEADQUARTERS 100TH INFANTRY 

GENERAL ORDERS} Fort Dix, N. J. , 

NO. 1 J June 1, 1942. 

1. Activation of 100th Infantry. — The activation of the 100th 
Infantry, as of 12:01 AM, June 1, 1942, with station at Fort 
Dix, N. J., and its assignment to the 20th Infantry Division, 

is announced. 1 

2. Assumption of command. — Pursuant to directive contained in 
paragraph 6, Special Orders No. 1, Headquarters 20th Infantry 
Division, Fort Dix, N. J., June 1, 1942, the undersigned here- 
by assumes command of the 100th Infantry. 

3. Appointment of staff. — The following appointments to the 
staff, this headquarters, are announced: 

a. Executive officer — Lt. Col. Robert B. Ames, 0-00000, 100th 
Infantry. 

b. Adjutant (S-l) — Capt. Thomas A. DuBois, 0-00000, 100th 
Infantry. 0 

c. Intelligence officer (S-2) — Capt. Richard C. Gleaves, 
0-00000, 100th Infantry. 

d. Plans and training officer (S-3) — Maj . Ralph S. Easons, 
0-00000, 100th Infantry. 

e. Supply officer (S-4) — Maj . Robert T. Jones, 0-00000, 
100th Infantry. 

/s/ John 0. Atwater 
/t/ JOHN 0, ATWATER, 
Colonel, 100th Infantry, 

Commanding. 

Note. — The adjutant does not authenticate an order which is signed by the 
commander himself. 
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c. Now the 100th Infantry is officially launched. The next formal 
step is to assign the officers and men, who have reported in compliance 
with War Department and division orders, to the several organizations 
and duties which are provided for them in Tables of Organization. 
This is done by special orders. For example: 

HQ 100TH INF 

SO Fort Dix N. J. 

1 1 June 1942. 

1. Following asgmts and duties are directed: 

Names Asgmts 
CAPT JAMES H PERKINS Asst Adj 100th Inf 

0-00000 100th Inf 
CAPT GEORGE SH0TWELL Munitions Off 

0-00000 Serv Co 100th Inf 

2. Following off asgd to Serv Co: 



3. Following EM asgd to Serv Co: 



By order of col ATWATER: 

/t/ THOMAS A. DUBOIS 
Capt 100th Inf 
Adj 

Official: 

/s/ Thomas A. DuBois 
/t/ THOMAS A. DuBOIS 

Capt 100th Inf 

Adj 

Distribution: 
2 — Each Off 

1— 201 Each Off 

2 — Each EM 

1— 201 Each EM 

2 — Each Co 

2 — Each Bn Hq 
5_CG 20th Inf Div 
10— file 

d. Paragraph 4, Special Orders No. 1, which might also be published 
as an extract copy, would assign other enlisted men of the cadre to the 
several organizations of the regiment. 

e. When the filler replacements arrive, they will be assigned to the 
regiment by division special orders, and should be assigned to com- 
panies by regimental special orders. 

/. For a discussion of general and special orders, see section H> 
chapter 8, part two. 
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g. Both the general and special orders should be distributed as 
follows : 

2 — Each officer concerned. 

1 — 201 file, each officer concerned. 

2 — Each enlisted man concerned (special orders only). 

1— 201 Each EM. 

2 — Each Co. 
2— Each Bn Hq. 
5— CG 20th Inf Div. 

10— File. 

179. The regiment is now officially and formally in being, with all 
officers and enlisted men, so far present, specifically assigned. Your 
commander and you have taken executive action, and this action has 
been both promulgated to those concerned and recorded. 

180. You, however, are immediately concerned with initiating the 
necessary historical and statistical records of the 100th Infantry and 
transmitting such records to the next higher administrative echelon; 
that is, to headquarters of the division. 

a. The basic record of any military unit — company, troop, battery, 
or detachment — is the morning report; and for the headquarters, a 
headquarters morning report. The company morning report is 
W. D., A. G. O. Form No. 1, and the headquarters morning report is 
W. D., A. G. O. Form No. 2 (Headquarters Morning Reports). A 
full discussion and explanation of the company morning report is 
contained in section II, chapter 6, part one and in AR 345-400. The 
service company will keep its own morning report. The headquarters 
morning report should be kept by the sergeant major and initialed by 
you or by your assistant. The headquarters morning report will 
account for the regimental commander and his staff only, with the 
exception of S-4 and the assistant adjutant. They will be carried on 
the service company morning report. 

6. In addition to the morning report, two other initial records and 
reports are needed when units are activated. They are W. D., A. G. O. 
Form No. 309 (Initial— Special— Final Roster) (see AR 345-900) 
and W. D., A. G. O. Form No. 303 (Report of Change). These are 
the documents from which the machine records unit will start its 
record of the regiment. All these records and reports should be made 
the first thing on the morning of the second day, and should include 
the strength in officers and men up to and including midnight of the 
first day of official existence. The initial roster is made in triplicate. 
The original goes to The Adjutant General through channels; one 
copy goes wit^h the Form No. 303 to the machine records unit; and 
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one copy is retained in the organization. For a model of initial roster 
and report of change, see figures 17 and 18. 

c. Although these reports are not actually made until the morning 
of the second day, instructions as to their accomplishment should be 
given on the first day, so that the roster and report of change will be 
in the hands of the regimental personnel officer the morning of the 
second day, ready to be signed and sent up to division headquarters. 

181. You, the adjutant, have been busy up to the time the several 
orders are published. Using your sergeant stenographer, you have dic- 
tated the orders and have shown in pencil draft form just how you want 
them formed and written; you have held several informal conferences 
with the regimental commander, the executive officer, and S-4. What 
have your assistant and the enlisted cadre been doing all this time? 
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a. First, the assistant adjutant, hereafter referred to as the personnel 
officer, should be directed to check the names, Army serial numbers, 
and grades of all members of the enlisted cadre so that they may be 
correctly included in the assignment order. This must be done before 
the order is actually written. Meanwhile, the sergeant major is 
arranging the office lay-out, helping with the draft of the orders, and 
making himself generally useful. The other enlisted men are helping 
the personnel officer and the sergeant major. There is not much 
else for them to do at this stage; no correspondence has come in, and 
there are no personnel records on which to work. 

b. While awaiting the arrival of the first group of filler replacements 
the 03^^ subsection of the unit personnel section should already 
have set up a 201 file for each officer assigned. These 201 files should 
be officially opened by inserting as the basic document the division 
special orders assigning the officers to the regiment, followed by the 
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regimental special orders assigning the officers to organizations of the 
regiment. After that, any document which pertains to an officer is 
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placed in his 201 file as it is issued or received, with the last document 
always on top. Copies of orders are needed as follows: one for 201 
files; two to accompany first pay voucher. 
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Section IV 



NORMAL WORK FLOW AND TYPICAL DAY 



182. Now pass to the time when the 100th Infantry is a full 
strength regiment, a going concern, an integral part of the 20th In- 
fantry Division, with an active training program being vigorously 
carried out. The headquarters is well organized and functioning 
smoothly; the unit personnel section is doing nicely; the regimental 
commander is well pleased; your enlisted staff has worked hard to 
learn the job; and although their training is going forward every day, 
you feel that you have a good set-up. 

183. Before discussing the normal work flow in your office, consider 
some principles of business management; for Army administration is 
really business management. It is management of the largest business 
in the United States. 

184. Some of the procedures described below may seem unneces- 
sarily formal and clumsy. Bear in mind, however, that this is an im- 
portant headquarters, a small but vital part of the huge machine. It 
must function efficiently, and it must always conform to basic prin- 
ciples which govern the entire Army administrative system. On the 
other hand, within your authority to produce results, you are allowed 
a reasonable degree of latitude in detailed procedures. During the 
early days of organization, you should use your prerogatives sparingly. 
Your headquarters may be staffed with officers of limited experience 
and training in staff work and administration. Your enlisted per- 
sonnel may be even more inexperienced. As officers and enlisted men 
become adept and as their skill and teamwork develop; as you and 
your assistants gain the confidence of the regimental commander and 
executive officer; when the "shake-down cruise" is over many of the 
procedures can be shortened. 

185. The regimental mail sergeant brings the mail from the APO, 
which he turns over to the regimental sergeant major. The sergeant 
major opens all the mail, determines its subject matter, and if it 
concerns individuals or groups of individuals, passes it to the unit 
personnel section for disposition. Before handing it to the unit 
personnel section he stamps the mail "Received (headquarters and 
date)." The unit personnel officer or personnel sergeant major then 
determines the action to be taken and if action is required within a 
certain period of time, places a card in a suspense file. The regi- 
mental sergeant major then turns to the communications on his desk 
which concern training, discipline, policy, and all other matters not 
directly concerning an individual or group. These the sergeant reads 
carefully. 
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a. If the subject matter is routine and covered by a well-established 
policy, the sergeant major should attach a penciled note of the action 
called for, and a draft of the proposed reply, if indicated. If the 
subject is one covered by previous communications, orders, bulletins, 
circulars, or regulations already in the regimental files, the sergeant 
major should call for the file on that subject, find and clip the ap- 
propriate reference, attach the letter to the file, and pass it to the 
adjutant. Here again the suggested procedure varies somewhat from 
the normal. When the sergeant major is experienced, and when the 
adjutant has learned to what extent he may lean upon the judgment 
and knowledge of the sergeant major, he may direct that the preced- 
ing file be not attached unless specifically called for in a given case. 
The method here described is slower, but it leaves less to chance. 
After the letter, with the necessary reference file and the sergeant 
major's draft of action and reply attached, is placed in the adjutant's 
"In" basket, the adjutant indicates by penciled note whether or not 
he approves of the suggested action and reply. He may wish to 
show the letter, or the whole file, to the executive officer or the com- 
manding officer; or it may be one of those matters on which the 
adjutant takes the executive action. If he approves the sergeant 
major's proposed action and reply, he may indicate such approval by 
a simple penciled notation, such as "App. Go ahead," followed by his 
own initials. If he desires to take other action, he will probably 
indicate that fact by a notation on the sergeant major's draft, such 
as "No. Follow my draft." Or he may himself call in the stenog- 
rapher and dictate a reply, or a memorandum or letter directing the 
action he desires. 

6. Assuming that the adjutant approves the sergeant major's pro- 
posed action and reply and indicates approval on the draft, the com- 
munication is placed in the "Out" basket, and goes back to the 
sergeant major, who passes it to the stenographer for the preparation 
of the necessary letter, memorandum, or indorsement. 

c. When this is written, it is passed back to the adjutant for sig- 
nature, then goes through the same channels to the file clerk who with- 
draws and files the file copy. It then goes to the mail and distribution 
clerk, who makes a record of the outgoing communication and dis- 
patches it, either by hand or by mail, as the case requires. 

186. Caution should be exercised at all times to see that no piece of 
mail matter is lost or misplaced. Especially is it serious to lose or 
misplace military documents or letters, as War Department policies 
are very stringent concerning officers who carelessly handle mail. 
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187. a. Classified mail (secret, confidential, and restricted matter) 
should under no circumstances be opened by anyone other than the 
sergeant major (if he is authorized) or by an officer authorized to 
open such mail. Immediately upon receipt and opening of such 
communications the sergeant major stamps them as received, with 
the headquarters and date, records them on the receiving record sheet, 
and turns the communications over to the adjutant. For further 
discussion on classified mail see paragraph 198. 

6. All mail except personnel mail and mail of a routine nature is 
recorded by the sergeant who is mail and distribution clerk. He 
stamps it "Received (headquarters and date)" and records it on a 
receiving record sheet (see fig. 19) . This includes communications and 
distribution matter from higher headquarters, and mail from the 
companies which is neither personnel nor routine. The same pro- 
cedure is used by the regimental mail sergeant for outgoing mail which 
is neither personnel nor routine. 

188. The actual number of letters and indorsements which will have 
to be recorded will not be large during the first few weeks; and this 
record may be the means of saving considerable trouble and embarrass- 
ment for the adjutant, by preventing the misplacing of a letter of 
importance, during the period when all of the headquarters personnel 
are learning their jobs, and when a certain degree of confusion is 
inevitable. The aim in setting up a headquarters is to preserve time 
and personnel, and the methods suggested are not rigid. Any method 
which gives the maximum amount of safety with a minimum amount 
of handling of the mail is desirable. 

189. Before deciding whether or not to have all letter mail recorded 
during the first phases of activation and operation, the adjutant would 
do well to discuss the matter with the executive officer. In any case, 
telegrams and radiograms should be recorded, not only in the early 
stages but at all times. The distribution within the office is indicated 
by an informal carrier slip, commonly called a "buck slip'' (see fig. 20). 

190. a. Some short cuts now in current use in experienced organiza- 
tions are as follows: In one regiment neither the incoming record sheet 
nor the outgoing record sheet is used; the mail is opened, rubber 
stamped with receipt date, sorted, and sent to the appropriate section 
for action. In another organization, the files are not searched for back- 
ground material until the adjutant, or whoever receives a certain com- 
munication, determines that he needs the file material in order to make 
a reply. In another instance, the sergeant major discusses various 
communications with the adjutant verbally, without drafting a sug- 
gested reply, thus saving time for both sergeant major and adjutant. 
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6. Any such streamlining procedures, however, should be attempted 
only after the office has been well systematized, after the administra- 
tive team is functioning smoothly, and after the adjutant knows the 
virtues and defects of his various assistants so thoroughly that he can 
judge where it is safe to introduce streamlined methods. 

c. There will be, in almost every mail, communications from higher 
authority which require action, but not necessarily reply. They will 
be mimeographed letters announcing policy, giving information, and 
directing action. Of course the directives contained in such com- 

INFORMAL ACTION SHEET 



HEADQUARTERS, 100th INFANTRY 

FORT DIX, NEW JERSEY 

From: Date 

To: Suspend to . 

CO CO, 1st Bn CO, Co G CO, Can Co 

Ex 0 CO, 2d Bn CO, Co H CO, Med Det 

■ S-l _C0, 3d Bn CO, Co I Ch 

5-2 CO, Co A CO, Co K 

S-3 CO, Co B CO, Co L 

S-4 CO, Co C CO, Co M 

Asst Adj CO, Co D CO, Hq Co 

Fin 0 CO, Co E CO, Serv Co 

QM CO, Co F CO, AT Co 



For:_ Remarks: 



(Signature or initial) 
(Use reverse side if necessary) 

FlGXTEE 20. 

munications must be complied with, and a record of the action taken 
should also be made. For such a purpose, the " Informal Action 
Sheet" or buck slip illustrated in figure 20 should be used. This is a 
very simple sheet, and can be made by mimeograph. When a com- 
munication does not require a reply, the sergeant major should attach 
one of these informal action sheets to it and pass it to the adjutant, 
who indicates on the sheet in pencil the action to be taken and initials 
it. In many cases it should be passed to the other members of the 
staff to note; and when the final action within the unit has been taken, 
the communication, with the action sheet attached, goes to file. The 
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action may be indicated by a simple note, such as "Repeated in Daily 
Bulletin 6/10/42/' followed by the adjutant's initials; or " Report 
called for in par. 4 forwarded 6/10/42, " again followed by the adju- 
tant's initials; " Policy and instructions published to command in 
Memorandum 34, 6/10/42, " with the adjutant's initials. These nota- 
tions are sufficient for the record; but some notation of action taken 
should always be attached to a communication before it is filed. If 
the communication contains information only, the initials of all officers 
whose names are checked on the informal action sheet (buck slip) is 
sufficient. 

d. The informal action sheet is also used in passing a communication 
to another staff officer. The staff officer to whom a communication is 
passed by informal action sheet should always indicate on the sheet his 
own action. For example, a letter calling for a report which should be 
prepared by the supply officer for the adjutant's signature should be 
returned to the adjutant with a draft of the reply suggested by the 
supply officer, or with the report called for also prepared for the 
adjutant's signature, or with a letter of transmittal prepared for the 
adjutant's signature, and with a notation on the informal action sheet 
stating that the report is furnished herewith, or with some similar 
notation for the files and record. 

e. Whenever a communication requiring action is passed to another 
staff officer, the sergeant major should make a suspense card for that 
communication. The suspense date should be indicated on the in- 
formal action sheet, so that the officer receiving it will know the date a 
reply, or action, is expected. Also, this supplies a record of all com- 
munications in process in any part of the office. 

191. The regiment should publish a daily bulletin containing in- 
formation, directives, and instructional material of a nature not 
necessarily permanent, and not yet incorporated in other forms of 
directives. The sergeant major should be charged with preparing the 
daily bulletin, aiid should place on the adjutant's desk for approval 
by 9 o'clock each morning a draft of each day's bulletin, containing 
matter culled from the previous day's actions, decisions, and com- 
munications. The daily bulletin should be issued and distributed 
before noon each day. At the bottom of the daily bulletin, below the 
signature of the adjutant, may be unofficial information of interest 
to members of the command, such as announcement of motion pic- 
tures, social events, and so forth. This section of the daily bulletin 
should be entitled "Information." (See sec. II, ch. 8, part 2.) 

192. An adjutant acquires by experience a sort of sixth sense which 
guides him in deciding when to write a formal military letter, when to 
reply to a communication by a separate letter or indorsement, when to 
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write a formal or informal memorandum, and when to write a non- 
military letter. To the adjutant who has not acquired the experience 
and the sixth sense, the following suggestions and examples should 
prove helpful: 

a. Any communication destined for a higher headquarters with 
which the adjutant or personnel officer is not in daily communication 
by telephone or personal visit, should be made in the form of a military 
letter with the usual form of heading, address, and signatures as 
prescribed in AR 340-15. The letter should be signed by the ad- 
jutant "For the Commanding Officer/' or by the commanding officer 
himself, as already outlined. 

b. An incoming official letter addressed to the commanding officer of 
the unit should normally be answered by indorsement. A letter which 
is prepared for general distribution to the elements of a command, such 
as a mineographed letter from the division commander, the corps com- 
mander, the commanding general of a service command, or the War 
Department, and which requires a report or reply, would not normally 
be answered by indorsement. Kather, a separate letter, referring in 
the first paragraph to the original letter and transmitting the report 
called for, would be the usual procedure. 

c. A numbered memorandum, authenticated in the same manner as 
a general or special order, should be the means of communicating a 
directive, temporary in nature, to the members of the command. 
Informal unnumbered memoranda are usually addressed to indi- 
viduals, and are authenticated in the same manner as are letters. 

d. Nonmilitary letters are used in writing to civilians. A letter 
from a civilian should not be answered by indorsement. 

e. Examples. — (1) A letter is received from the commanding general 
of the service command, through the division commander? It is 
addressed to the Commanding Officer, 100th Infantry, and the subject 
is Physical Examination, Captain John A. Jones. The division head- 
quarters has put on it a simple initial forwarding indorsement; that is, 
an indorsement of transmittal. The commanding officer, 100th 
Infantry, would reply by 2d indorsement, sending the letter back 
through the division headquarters. 

(2) A mimeographed letter comes from division headquarters 
calling for a special report of some kind. When the report is ready to 
go forward, it should be sent with a letter of transmittal, the first 
paragraph of which would make reference to the division headquarters 



(3) The regimental commander desires to change the training 
schedule for this week, in some details, but to let the master training 



letter. 
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program stand. The change should be directed by a numbered 
memorandum, authenticated in the same manner as are orders. 

(4) It is desired to bring some matter of no great importance to the 
attention of the commanding officer of Company G. It should be done 
by an informal memorandum signed by the adjutant, by order of the 
regimental commander. 

(5) The personnel officer desires that the Red Cross make an in- 
vestigation of the home conditions of a certain soldier. There is a Red 
Cross representative in the post. The communication would be writ- 
ten in a letter form and signed by the adjutant "For the Commanding 
Officer." 

(6) A letter to an officer of the command who is on leave, and which 
concerns his military status, should be formal. 

(7) A communication to the post quartermaster, who is a member 
of the staff of the post commander, and not a member of the staff of 
the regimental commander, should be formal, and should be forwarded 
through the post commander. 

(8) For further discussion of correspondence, see section I, chapter 
8, part two. 

193. Following is a description of a typical day in the office of the 
adjutant of the 100th Infantry, some 2 months after the activation 
of the regiment. 

a. Case No. 1. — The first communication the adjutant finds in his 
"In" basket is a memorandum from division headquarters calling for 
the submission, not later than tomorrow, of the names of four officers 
of company grade to be sent to a special communication course at 
Fort Benning. 

(1) At first, the choice seems simple: send the regimental communi- 
cation officer from headquarters company, and the three officers from 
the respective battalion communication sections, which are also a part 
of headquarters company. But there are other factors to be con- 
sidered. The regimental communication officer is a first lieutenant, 
and a good one; the three battalion section communication officers 
are second lieutenants. Two of the latter are doing good work. 
The third is a little weak; a few weeks of school might be just what he 
needs. But, if you send those four officers, you strip your communi- 
cation sections of their officers for 2 months. The regimental com- 
munication officer is also the commander of the communication 
platoon of headquarters company. What is the solution? 

(2) As the adjutant you should be prepared to present a suggested 
plan to the executive officer, or to the regimental commander, when 
you present the problem to them. You conclude that the four com- 
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munication officers should go to the school; that each battalion 
intelligence officer should be detailed as acting communication officer 
for his battalion, in addition to his other duties. This will leave a j 
master sergeant in charge of platoon headquarters and a technical 
sergeant in charge of each battalion communication section, under 
the nominal supervision of the lieutenants who are intelligence 
officers. This should work out satisfactorily for the 2-month period 
of the school. You check your ideas with S-3, then briefly outline 
your proposal on an informal action sheet attached to the division 
memorandum and place it in the basket marked "Executive and 
C. O." It will be taken up with the executive officer when you have 
your daily conference with him. He may wish to consult the com- 
manding officer of headquarters company before making a decision; 
or he may instruct you to clear the matter with that officer, and in 
case of divergence of opinion again present the matter for decision 
by the regimental commander. 

b. Case No. 2. — The next item is a memorandum from the regi- 
mental surgeon to the effect that both interior and exterior policing | 
of the regimental branch of the exchange is unsatisfactory — paper and ' 
trash, ice cream cones, pop bottles, and so on are thrown around the 
floor and on the ground in the vicinity of the doors. Something must 
be done about it; the surgeon is definite on that score. 

(1) You pick up your telephone and call the regimental exchange 
officer, tell him what the surgeon reports and ask him what he knows 
about it. He says the fault lies with troops of the engineer battalion, 
2 companies of which are located next to his exchange, and which 
patronize the 100th Infantry exchange instead of their own, because 
it is closer and more convenient. He has spoken to the engineers 
about the matter, but with no results. He suggests posting 100th 
Infantry guard at the exchange to keep the engineers away. You tell 
him you'll let him know. 

(2) The guard sounds like the solution to this one. But is it? Your 
exchange is a branch of the main exchange, and every soldier on the 
post has a right to use its facilities. If you bar the engineers from the 
exchange, your branch will not only lose business and profits, but you 
will undoubtedly receive a complaint from the commanding officer of 
the engineer battalion. So you pick up the phone again and call the 
adjutant of the engineer outfit who happens to be a personal friend of 
long standing. The conversation goes something like this: "Hello, 
Bill. This is Tom DuBois, of the 'hundredth. How's everything? 
That's fine. Say, Bill, a couple of your companies are right next door 
to our exchange, as you know, and they patronize it rather than yours, 
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because it's more convenient. That part of it's fine. We're glad to 
have the business. But there's a little rub, Bill. Our medico is com- 
plaining about the trash and refuse thrown around, inside and outside. 
Our exchange officer says it's mostly done by your companies. I 
wonder if you couldn't give us a little help? Have your company 
commanders lay down the law. What? Of course we don't want to 
put a guard out there and keep your men out. You'll do that? Fine, 
Bill! I'll tell the surgeon the matter is being taken care of. Thanks, 
Bill; Come to see us! Good-bye!" 

(3) When you hang up the telephone, you take up an informal 
action sheet and make the following pencil notation: " Phoned adj 
engineer bn. He will issue instructions directing remedial measures. 
Have exchange officer inspect arid report if fault not remedied. Sus- 
pend 5 days." Next you call your exchange officer and tell him the 
gist of your conversation with the adjutant of the engineer battalion; 
direct him to inspect the premises daily and report to you if the con- 
dition does not improve. 

(4) You might handle this another way: indorse the surgeon's 
memorandum to the exchange officer for remedial action and report. 
That is the method of a glorified clerk. The more direct, informal 
method is the executive way of handling it. In either case, you are 
acting for the regimental commander. The fact that the adjutant 
of the engineer battalion is a close friend implies without any doubt 
that he knows you are speaking not for yourself but for the regimental 
commander. This is another instance where formal procedures can 
be streamlined. Formal procedures lose none of their validity by 
being handled informally; they are merely adapted to the circum- 
stances and to the personalities involved. 

c. Case No. S. — This time the telephone rings. It is the division 
adjutant general calling. He tells you that he has received a radio- 
gram from the A. G. O. directing that one captain from each regiment 
be ordered to the Command and General Staff School at Fort Leaven- 
worth for a special course; the officer selected must be ready to leave 
within 24 hours, and the division commander must report at once by 
radio the names of the officers selected. The adjutant general wants 
your man's name within an hour. 

(1) It is now 9:10 AM. The colonel is somewhere in the field watch- 
ing the training. You may be able to find him in 10 minutes, and then 
it may take an hour. Before you look for him, you'd better do a little 
thinking. By this time tha colonel has a lot of confidence in your 
judgment, and is sure to ask you for recommendations, supported by 
reasons. Rapidly you run over in your mind the captains of the regi- 
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ment. There is J, commanding C Company; he is pretty good, but 
too much of a detail man, frets and worries too much. Captain R of 
headquarters company is a good, steady, dependable fellow, but too 
old; besides he lacks ambition. Ah, you have just the man; Captain 
Y, commanding G Company. He is young enough, only 32, keen, 
efficient, ambitious, a born leader. He'll make a splendid battalion 
commander in a year or two, an excellent battalion executive, or regi- 
mental operations officer at any time. Having decided that Captain 

Y is the officer for Leavenworth, you drive out to the training area, 
and in 15 minutes you have found the regimental commander. 

(2) The colonel wants your recommendation. You tell him you 
think Captain Y is the man. Discuss With him the other captains, 
checking off your reasons for passing them in favor of Captain Y. 
The colonel agrees, but wants you to see Captain Y's battalion com- 
mander for concurrence before finally submitting the name. The 
battalion commander concurs in your recommendation; you return 
to headquarters and send out a motorcycle messenger to locate Cap- 
tain Y and have him report to you immediately. While you are wait- 
ing for Captain Y to report, you must do two things: call the division 
adjutant general and give him Captain Y's full name, serial number, 
and grade. Next, call the supply officer and inform him that Captain 

Y is going on detached service, leaving tomorrow, and request that 
he prepare immediately a list of balances of property charged to 
Captain Y. 

(3) When Captain Y comes to your office, you will of course explain 
to him that he has been selected to attend the Command and General 
Staff School at Leavenworth; that you expect orders for his departure 
within 24 hours; that he will immediately begin turning over his prop- 
erty and funds to his second-in-command, Lieutenant X. Inform 
him that you have already called the supply officer and asked that 
a list of balances of property be prepared. Tell him to report to you 
again as soon as he has completed the transfer of property and funds. 
Explain to him the certificate required on transfer of his company 
fund to his successor in command. 

d. Case No. 4 is a mimeographed letter from the A. G. O. calling for 
a report of shortages in items of controlled equipment, forwarded with 
an indorsement from division "setting up a 3-day suspense for receipt 
of the regiment's report at division headquarters. You put an in- 
formal action sheet on it for the supply officer, calling his attention to 
the suspense date, and directing that he prepare the required report 
for your signature. The sergeant major makes a 3-day suspense card 
for this communication. Because the time is short, you put a red tab 
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on the top of this communication to indicate that it is for immediate 
action. 

e. Case No. 5 is a mimeographed form used by the post provost 
marshal for making reports of arrests by military police. This par- 
ticular report indicates that Government truck No. 449-0987, bearing 
the stenciled designation of Company C, 100th Infantry, was observed 
standing in front of a roadhouse some 10 miles from the post at 0130. 
No driver was in the truck, and the MP patrol did not go into the 
roadhouse in search of the driver. However, a service coat with ser- 
geant's chevrons on the sleeve was found in the driver's seat. You 
attach 1 of your informal action sheets, addressed to the Command- 
ing Officer, Company C, with a notation "For investigation, appro- 
priate action, and report, within 5 days." There are 12 of these MP 
reports; 6 men were picked up drunk, and turned over to the charge 
of quarters of their respective companies; 2 men were arrested for 
fighting in a cafe, and are being held in the post stockade; 3 were 
picked up when entering a house designated as "out of bounds." 
Upon each of these reports the sergeant major has placed an informal 
action sheet calling for "Appropriate action and report." You simply 
initial this notation. 

/. Case No. 6 is a letter from the mayor of the city of Freehold, 
asking that the regiment, accompanied by the band, participate irt a 
parade to be held in that city at the dedication of a monument at the 
site of the Revolutionary Battle of Monmouth. 

(1) The request cannot be granted, but the letter must be answered. ' 
So you call in the stenographer and dictate the following letter: 

Honorable Richard Roe, 
Mayor of Freehold, 
City Hall, 
Freehold, N. J. 
My dear Mr. Mayor: 

The officers and men of the 100th Infantry are highly compli- 
mented by your request for the regiment and the regimental band 
to participate in the city of Freehold's ceremonies on the site 
of the historic Battle of Monmouth. 

Authority for the regiment to participate in your celebration 
rests with the Commanding General, 20th Infantry Division, Fort 
Dix, to whom your letter is being forwarded, with the request 
for a decision ii> the matter. As soon as his decision is known 
to this headquarters you will be advised. 
Very sincerely yours, 

/s/ John 0. Atwater 
/t/ JOHN 0. ATWATER 

Colonel, 100th Infantry, 

Commanding. 
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(2) Having written this letter and placed it in the "Executive & 
C. O." basket for signature, you attach a copy, together with the 
informal action sheet, to the original communication to be sent to 
the Commanding General, 20th Infantry Division, Fort Dix, with 
the notation: "Request decision." When sending informal action 
sheets to members of your own regiment, your own initials are suffi- 
cient; but on those going up to division headquarters, you should 
write, as the signature, "For the CO." followed by your own initials. 
Whether the use of informal action sheets in transmitting anything 
to division is ever permissible depends on the division policy and 
should be determined before this method of communication is used. 

g. Case No. 7. — (1) As you finish dictating the letter, the telephone 
rings. It is the division adjutant general again. He says the com- 
manding general wants to know how many men are being used in each 
company for kitchen police, whether or not they are detailed for 1 
day, for 1 week, or for what period ; whether the kitchen police detail 
is rotated often enough to insure that every man in the company 
gets his proper training. He wants this information by tomorrow. 
What is the best and quickest way to get it? You might publish a 
memorandum to all company commanders listing the information 
desired, and call for a report by indorsement. This method is dis- 
carded because of the time element involved, and because it will create 
" paper work." Another method would be to prepare a questionnaire 
and send it around to each company by messenger, but there again 
you are creating "paper work." The method you decide upon is to 
ask the company commanders at "officers' call," which is held daily 
at 1130 in your office. At this time each company commander is 
present, and has a loose-leaf notebook. You ask for the information 
you require, and have each company commander make an informal 
report in pencil on a page of his notebook, turning in the report 
to you before he leaves. You can then pass these slips to the sergeant 
major with instructions to prepare a memorandum report to the 
division, listing each company and giving the desired information. 
If the commanding officer does not desire that officers 7 call be held 
daily, it is customary to require each company commander to visit 
the headquarters bulletin board between certain hours. In that case, 
you could post a tabulated list on which each company commander 
would write in the desired information. All officers should be required 
to initial the bulletin board once each day. 

(2) It is normal to have an officers' call, or meeting of the company 
commanders, daily with the regimental commander. This is espe- 
cially valuable during early days of organization, so that the regi- 
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mental coinmander will have frequent contact with his new officers, 
and so that the officers will know each* other and each other's duties 
better, and be able to develop the kind of teamwork which comes only 
from personal acquaintance. Care must be taken, however, to make 
these conferences as brief as possible. The regimental coinmander 
will see to it that only those subjects which are important or imme- 
diate are discussed; and that, while officers concerned are given an 
opportunity to ask questions, no officer is permitted to tell the story 
of his life. The adjutant must pare to the core all administrative 
announcements and omit all matters which are not common to the 
majority. The conference, normally, should not last more than 15 
minutes. Few things injure officer morale as directly as long-drawn 
conferences at a time of day when they are hungry, and when their 
orderly rooms are filled with administrative matters requiring deci- 
sion before they take the field soon after noon mess. 

h. Case No. 8 proves to be five reports of survey, submitted from 
as many different companies. On each is a slip on which the sergeant 
major has indicated certain errors in the preparation of the form, and 
the corrective measures necessary. These too, you lay aside to take 
up with the company commanders at officers' call, or post a notice 
requiring each of the five commanders to see you or the sergeant 
major. Again, this matter might be handled by formal indorse- 
ment .or informal action sheet, but the means suggested is more 
direct and more efficient. 

i. Case No. 9. — At this point the personnel officer informs you that 
he has learned by "grapevine" that the commanding officer of Com- 
pany C has given a corporal a week's kitchen police as punishment 
for failing to make a bed check when the corporal was noncommis- 
sioned officer in charge of quarters; and that the commanding officer 
of Company H has assessed each man 50 cents a month for 3 months 
to raise money with which to buy a phonograph and a pool table for 
the day room. 

(1) Both of these actions are wrong — errors in judgment on the 
part of the company commanders concerned. The C Company cor- 
poral should not have been given fatigue or kitchen police as punish- 
ment, nor extra duty involving manual labor with privates. Paragraph 
106, Manual for Courts-Martial, U. S. Army, 1928, prohibits punish- 
ment which tends to degrade the rank of the person on whom such 
punishment is imposed. 

(2) In the case of the Company H assessment, AR 210-50 as 
amended by circular 309, War Department, 1942, prohibits the use 
of a company fund as a collection agency for enterprises other than 
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those enumerated in the same regulation. Moreover, it is contrary 
to regulations and the customs of the service to require enlisted men 
to contribute to the unit fund. If any man desires to make a volun- 
tary contribution, that is his privilege, and the fund may accept such 
contribution; but it should never be required by the company 
commander. 

(3) These incidents might occur in a company commanded by 
officers of comparatively little experience, and neither is in itself a 
very serious matter. Corrective measures might be taken in any 
one of several ways: by memoranda to the company commanders 
concerned; or by publishing a general prohibition in a memorandum 
or in the daily bulletin. Probably the best procedure is to speak 
privately to the company commanders concerned, explaining to each 
how his action runs counter to regulations and the customs of the 
service. 

j. It is now, say, 1100. The regimental commander and executive 
officer have returned from the field. By prearrangement, you take up 
with them at this time matters requiring their attention. Which sub- 
jects you should take up with the regimental commander, and which 
with the executive officer, will have been decided by the regimental 
commander long before this. Frequently the daily conference will 
be among all three of you, so that each has up-to-date information 
concerning the affairs of the regiment. You present the problem of 
the four communication officers to be sent to school, together with 
your recommendations and your reasons. The colonel, or the 
executive officer, approves and you make notation to that effect on 
your memorandum. Briefly, you run over other matters which have 
arisen since the previous conference, stating what action you have 
taken and asking for approval or disapproval when that is needed. 
The matter of kitchen police, for example^ the policing of the exchange; 
the assessing of men for the company fund; and other pertinent 
subjects are presented briefly. The regimental commander, or execu- 
tive officer, will undoubtedly have many instructions to be issued, 
and you make notations of them, to be taken care of after the 
conference. 

k. Case No. 10. — (1) The first matter for attention after lunch is a 
telegram from the Chief of Police of Hightstown saying that Corporal 
Joe Richards has been hurt in an automobile accident and is in the 
City Hospital of that town. You hand the telegram to the assistant 
adjutant (personnel officer) asking him to find out immediately to 
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which company Corporal Richards belongs, and what his status is 
with reference to absence. In a few moments you are informed that 
Corporal Richards belongs to K Company and that he is on a 3-day 
.pass. Then arises the question of his right to hospitalization and 
medical treatment at Government expense, and his pay status during 
hospitalization. The first question is hospitalization. In the index 
to Army Regulations, under hospitals, you find the listing "civilian/' 
and a sublisting, " accounts for treatment when allowed. " The refer- 
ence is AR 40-505. Turning to that regulation, you find that an en- 
listed man on pass, where the pass was originally granted for more than 
24 hours, is not entitled to hospitalization and medical treatment in a 
civilian hospital at Government expense. But the same regulations 
indicate that he is entitled to hospitalization in a Government hospital. 
The nearest Government hospital is the station hospital at Fort Dix. 
Obviously, the thing to do is to get this soldier to the station hospital, 
if he can be moved in an ambulance. Who shall determine whether 
he can be moved? That is a medical problem. You call the regi- 
mental surgeon, give him what information you have, and direct that 
he call the Hightstown City Hospital, talk with the doctor who is 
attending the corporal, and secure all available information regarding 
the case. Specifically, find out whether Corporal Richards can be 
brought to Fort Dix without risk. A few minutes later the surgeon 
reports that Corporal Richards has a broken leg, which has been put 
in temporary splints, and has various bruises and contusions. It is 
the opinion of the surgeon that he can be safely transported to Fort 
Dix in an ambulance. 

(2) Your problem, then, is reduced to the following: 

(a) Get Richards to the station hospital by Government ambulance. 
The regimental commander cannot, on his own authority, issue a travel 
order for either officers or enlisted men ; nor can he order a Government 
vehicle beyond the immediate vicinity of the post on his own authority, 
except in connection with training. That authority rests with the 
division commander. 

(b) Determine whether the injury was received in line of duty, or 
as a result of the soldier's own misconduct. AR 345-415 states that 
upon recommendation of the surgeon a board will be convened to 
determine the line of duty status of the individual injured. The 
regimental commander can appoint the line of duty board ; but since 
the matter of the board's travel, and also the travel of the ambulance, 
is subject to the division commander's orders, the logical thing is to 
ask the division to appoint the board and order the necessary travel. 
However, the regimental commander, and the adjutant as his repre- 
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sentative, can with perfect propriety, suggest the names of officers 
to be appointed on the board. In fact, the division headquarters will 
probably call on the regimental commander to submit the names of 
officers available for such duty, 

(3) You call the division adjutant general on the phone, request 
orders to send the ambulance to Hightstown, and suggest the names 
of three officers, one of whom is a medical officer, for the line of duty 
board. The division adjutant general tells you to get the ambulance 
on the way ; also to start the line of duty board on its way by Govern- 
ment automobile, which will be furnished from the division motor 
pool. Orders will be issued. Next you transmit the verbal orders 
to the surgeon, telling him to send the ambulance assigned to the 
regimental medical detachment. Then you call in the officer selected 
as president of the board, give him all the information you have, show 
him — be sure to do this! — AR 40-505, and tell him to inform the City 
Hospital and the physician who treated Corporal Richards that the 
Government cannot assume liability for charges in connection with 
hospitalization or medical treatment in the case. You tell him 
further that the board should obtain sworn statements from all 
available witnesses, and should visit the scene of the accident and 
make a sketch of the ground. The board can then return to the post 
and reconvene for its formal session, at which time it can question 
Corporal Richards at the station hospital. The board's mission, 
which will be set forth in the order coming down from division head- 
quarters, will be to " investigate the facts and circumstances leading 
up to and surrounding the injuries received by Corporal Joe Richards, 
(Army serial number and organization) and to determine whether or 
not such injuries were received in line of duty, or were the result of 
the soldier's own misconduct." Caution the board to investigate 
particularly the corporal's sobriety at the time, as this may materially 
influence the final determination of line of duty. Your first concern 
right now is to get the board to the scene while witnesses may still be 
available, and while the facts are fresh in their minds. 

(4) While the action described is desirable and should be followed 
while the organization is in garrison, under some circumstances the 
investigation will be delayed or passed over. On field maneuvers or 
in campaign, such accidents are to be expected, and they should be 
investigated when, as, and if circumstances permit. If the accident 
occurs nearer to another military post or station than your own, the 
commanding officer of the nearest station should be requested to 
appoint an investigating officer or a board of officers to make an 
investigation; also, the injured man should be taken to the nearest 
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military hospital. The action described is not required in all cases 
by regulations. 

I. Case No. 11. — By the time the ambulance and the board are on 
the way, the afternoon mail is delivered. The first letter put in your 
basket is from Congressman Doe, addressed to the regimental com- 
mander. The Congressman complains that the parents of Private 
Edward D. Finnegan have written him that Private Finnegan was 
drafted some 6 months ago and that he harf not yet been given a 
furlough. He wants to know why Finnegan cannot get his furlough. 
In normal times furloughs, not to exceed 3 months, may be grajited 
enlisted men by their regimental commander or by the commander 
of a separate or detached battalion. Under war conditions, certain 
restrictions are imposed by War Department policy. (See AR 
615-275, and current War Department directives.) 

(1) Ordinarily a personnel matter would go directly to the personnel 
officer, and be handled without reference to the adjutant. But this 
case involves a letter from a Congressman. Letters from members 
of Congress, Governors of States, Cabinet members, and heads of 
other Government departments should always come to the adjutant. 
They must be answered within 24 hours and should be signed by the 
commanding officer himself. 

(2) You hand the Congressman's letter to the personnel officer 
with the request that he report the facts to you without delay. As 
several hours may elapse before contact can be made with Finnegan's 
company commander, you place a suspense note on your desk pad, 
and follow up early the next day. Based on the facts received, you 
prepare a letter for the regimental commander's signature and take 
it to him at the usual morning conference. 

m. Case No. 12. — (1) Your "In" basket now reveals five reports of 
survey, each of which requires that the adjutant make a decision and 
take executive action. 

(2) The regimental commander, who has authority to act on reports 
of survey involving amounts up to $500, has delegated to the adjutant 
authority to act on reports of survey in his name where the value 
of property surveyed is not more than $100. If the adjutant approves 
or disapproves a report of survey he must sign his decision "By order 
of" the commanding officer. None of these is over $100. A report 
of survey, which is accomplished on W. D., A. G O. Form No. 15, 
in triplicate, is that method by which a responsible officer seeks relief 
from pecuniary liability and responsibility for public property which 
has been lost, damaged, or destroyed not as a result of the negligence 
of an individual ; and is the method by which the liability of an officer 
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or enlisted man is formally adjudicated, when he loses, damages, or 
destroys property through his own carelessness or negligence. Instruc- 
tions as to its initiation by the responsible officer are contained in 
chapter 2, part one. 

n. Case No. IS. — Three requests from officers for leave of absence. 
Under the existing division policy, the regimental commander may 
approve or disapprove requests for leave of not more than 10 days. 
The colonel has delegated to the adjutant authority to act on requests 
from officers of company grade without reference to him. Two of 
these requests are from company officers, one from a captain and one 
from a newly joined second lieutenant. The lieutenant's reasons for 
requesting leave of 7 days is that his wife is going to have a baby. 
His home is some 300 miles away. His company commander has 
approved the request. The captain wants leave to attend to urgent 
private business. You approve both requests; they go then to the ! 
special orders clerk who writes the leave order. 

o. Case No. 14 is a letter from a young woman in a small town some 
hundred miles away stating that Private John Blank wooed her not 
wisely but too well; and now she is going to have a baby, of which 
Blank is the father. Blank will not marry her nor will he contribute ; 
to her support. She wants Private Blank forced to do right by her, I 

p. Case No. 15. — A small town minister writes for permission to 
hold a series of revival meetings for "the "boys." He also wants the 
Government to furnish a large tent — large enough to hold the entire 
regiment, and he wants the band to furnish sacred music. (Let the 
chaplain prepare the reply to this one and submit it to you.) 

q. Case No. 16. — The next are three summary courts-martial and 
two special courts-martial proceedings. These must be reviewed for 
accuracy and f<?r compliance with the provisions of the Manual for 
Courts-Martial U. S. Army, 1928. You should write a brief informal 
digest of each, and clip the digest to the set of papers to which it 
refers. These must go to the colonel himself, as he is the convening 
authority of these courts, and only he can approve, disapprove, or 
modify the findings and sentences of the court. After the colonel 
has acted in each case, you will have to write the special court- 
martial order promulgating the finding, sentence, and action of the 
reviewing authority. No such order is required in summary court 
cases. These and other proceedings you pass to the personnel officer 
for proper entry in the service records of the soldiers concerned. 

r. While you are going through all of these papers you will probably 
be called on the telephone at least six times; interview a couple of 
salesmen who want to solicit in the regiment; be called in to help 
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S-3 draft a new training directive; settle an incipient dispute between 
Captain K*and the supply officer over an issue of kidney beans, 
made in lieu of green, lima, and baked beans, which were the items 
prescribed by the menu but which ran short before Captain K's 
company drew its rations. 

s. Toward the end of the day comes guard mount — formal on some 
posts, but usually informal in these days of emergency. In either 
case, the old and new officers of the day report to the commanding 
officer or to you in your office. Then you sign and dispatch the 
outgoing correspondence, reading every item carefully. 

t. During the evening you may return to your office to work on a 
score of matters which need attention, or you may wisely decide to 
relax. You have experienced a fairly typical day. Practically every- 
thing which has transpired has required executive action. As ad- 
jutant, you have had to make decisions. The recording of your 
decisions, in reports and correspondence, is an important phase of 
your work and must not be neglected. But the real accomplishments 
of the day are measured in terms of your own dynamic action. 

194. While details concerning officers, their assignment, transfer, 
efficiency reports, and promotions are normally handled in the unit 
personnel section, the adjutant should know all the officers in the 
regiment, their assignments, and their duty status. He will be 
called on continually to make recommendations to the regimental 
commander, and such recommendations must be made quickly. In 
order to keep the picture always in mind, one regimental adjutant 
has devised a wall chart which hangs beside his desk and which is 
kept up-to-date by the sergeant major. It shows, by means of tags 
hung upon hooks, where each officer is on duty, whether on special 
duty, detached service, or sick in hospital. It shows also, by means 
of empty hooks, which assignments in the regiment are not filled 
(see fig. 21). This chart was compiled prior to the inclusion of a 
cannon company in an infantry regiment. 

195. The adjutant should make sure that officers know the customs 
of the service, and those local customs which are prescribed by the 
regimental commander. 

a. One custom of the service which is rigidly adhered to is that 
when an officer not senior in grade to the adjutant desires to see the 
commanding officer or executive, he should request the adjutant's 
permission, at the same time stating his business. The adjutant will 
know the regimental commander's policy regarding interviews with 
officers. In almost every case, permission is granted as a matter of 
course. The adjutant goes at once to the colonel and tells him that 
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Captain So-and-So wishes to speak with him regarding such and such 
a matter. If the colonel indicates that he will see the captain, the 
adjutant then conducts the captain to the colonel's office and an- 
nounces him informally. Often the adjutant will remain during the 
interview, so that he can answer any questions which may arise. 
However, if the interview concerns a private matter, the adjutant 
should use judgment and tact and withdraw, unless the colonel 
specifically asks him to remain. 

b. When a field officer wishes to see the regimental commander or 
executive officer, it is customary for him to come to the adjutant first, 
and state his request like this: "Will you find out if it is convenient 
for the colonel to see me for a few minutes? I wish to discuss several 
training matters with him.' 1 

c. Another custom to which every officer should conform is that 
when a message comes from headquarters requesting or directing 
the officer to report to headquarters, immediate, compliance is re- 
quired. All such messages are sent in the name of the commander 
and, regardless of how phrased, are tantamount to a direct order from 
the commander. 

d. In summoning officers to headquarters, the telephone is most 
often the means of communication. In telephoning an officer of 
equal or junior grade, the adjutant would phrase his summons some- 
what like this: "Captain Doe, will you please come to headquarters 
at your earliest convenience?' ' Or, if the officer is senior, the adjutant 
would say: "Major, the commanding officer requests that you report 
to the adjutant's office as soon as convenient." In both instances, 
"as soon as convenient" means at once, and should be so understood 
by all officers. The adjutant is the authority on the official time. 
Each officer is responsible for keeping his watch set at the correct 
hour, and should communicate with a representative of the adjutant 
whenever this is necessary. 

196. a. One of the duties of the adjutant is to recommend officers 
for detail to boards which are to be appointed by the regimental 
commander and by higher authorities ; and also to recommend officers 
to be appointed as investigating officers. There is no hard and fast 
rule which prescribes when a board is necessary or when a matter is 
of sufficient moment to require a formal investigation and report. 
Experience, good judgment, and common sense will be the best guides. 
A good rule to follow, in the absence of definite instructions from higher 
authority, is to apply the following questions to each special situation 
which seems at first glance to call for the action of a board of officers 
or for a formal investigation: Does the matter definitely affect the 
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rights of the individual concerned or the Government at this time? 
Is it likely to affect such rights in the future? Is it a matter which 
adversely reflects on the character and reputation of an officer or 
enlisted man? Is there any disagreement as to essential facts, which 
might adversely affect the pay or the pecuniary liability of an officer 
or enlisted man? 

b. The regulations definitely require that, when requested by the 
surgeon of the post, camp, or station, a board of officers be convened 
to determine the line of duty status of an officer or enlisted man suffer- 
ing from injury or disease which is not a battle casualty (see AR 
345-415 and AR 35-3420). A board is also required when an enlisted 
man is found to be suffering from a disease or injury which incapaci- 
tates him for military duty, providing the organization commander 
requests his discharge on a certificate of disability, 

c. It is the normal practice to convene a board to investigate and 
report on the cause of fires which destroy public buildings. A board 
is usually required in the case of a motor accident in which injury to 
personnel or damage to private property is involved, and from which 
claims arise against the Government. 

d. The fundamental factor is that any matter should be the subject 
of formal investigation by a board of officers which does, or may in 
the future materially affect the rights of an individual to any benefits 
conditionally provided by law and regulations, any matter which may 
affect the pecuniary liability of an officer or enlisted man, and any 
matter which may affect the rights of the Government to redress for 
any damage to property. 

e. A board of officers duly appointed becomes a quasi judicial body. 
Under pertinent regulations and the Manual for Courts-Martial 
U. S. Army, 1928, a board of officers can summon witnesses, swear 
witnesses, and take all measures necessary to arrive at the true facts 
of the matter under investigation. 

/. One officer is usually detailed as investigating officer to make an 
initial or preliminary investigation of motor vehicle accidents not 
involving serious personal injury or loss of life, and in other cases 
where the apparent facts seem to indicate that preliminary investiga- 
tion should be made before determining whether to convene a larger 
and more formal board. 

g. An officer detailed in orders as investigating officer is thereby 
clothed with inquisitorial rights and duties of a more formal nature 
than ordinarily pertain to officers making inquiry of a less formal 
character. An investigating officer is authorized to administer oaths 
to witnesses, and to execute jurats to written statements. 
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h. Boards and investigating officers are required to submit formal 
reports to the authority which appoints them. Their investigations 
and deliberations must be impartial, and their reports must present 
all of the facts bearing upon the matter under investigation. 

i. It is the duty of the adjutant to maintain a list of officers avail- 
able to serve as members of boards and as investigating officers, and 
to keep a roster so that this duty may be rotated among the officers 
available. In recommending members of boards of officers, the adju- 
tant should take into consideration the nature of the matter to be 
investigated, and should select for each board at least one senior officer 
of proved experience and judgment. Junior officers may be appointed 
as investigating officers in matters of less serious import. It is usually 
customary to appoint one lieutenant on each board as recorder. He 
may be a voting member of the board or may be detailed in orders 
as recorder without vote. Orders appointing boards of officers will 
also cite the applicable regulation under which the board is appointed. 

j. The regimental adjutant should carefully review every report of 
a board of officers or an investigating officer to determine whether 
the proceedings were held in conformity with the regulations under 
which the board was appointed. An excellent check list for the 
review of boards is contained in AR 420-5 and in appendix V. The 
report of the board will be approved, disapproved, or modified by the 
convening authority; that is, by the officer whose order appointed 
the board. The regulations require that most board proceedings 
should be forwarded to higher authority. Before forwarding, the 
adjutant should assure himself that every requirement of the pertinent 
regulations has been met, that the report of proceedings is in proper 
form, and that the action of the appointing authority has been placed 
on all copies. 

197. a. A policy file is an essential part of an adjutant's office. 
Once a policy is clearly established, the adjutant is free to make 
decisions and to take action under that policy. Without clearly 
defined policy, the whole command is bewildered and handicapped. 
Where no policy has been established, but where one is needed, the 
adjutant should make recommendations to the regimental com- 
mander. When a matter arises on which no definite policy has been 
established, and when the regimental commander and executive 
officer are both absent, the adjutant himself must take action accord- 
ing to his best judgment, if action is immediately needed. The 
cardinal sin is to do nothing. 

6. All policies must conform to Army Regulations and must also 
conform to directives from all headquarters higher in the chain of 
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command than the regiment. They must also be consistent with 
regimental policies already established. The regimental standing 
orders constitute the basic policies of the regimental commander. 
From time to time they should be revised, to include current policies 
as announced. A policy may be announced verbally by the regi- 
mental commander in conference with his staff. The adjutant should 
then reduce that policy to writing — no matter how informal — and 
place it in his policy file. 

c. All policies should be announced to the command as soon as they 
are established, except those policies which are secret or confidential. 
The adjutant should insure that every officer and enlisted man in his 
headquarters thoroughly understands all nonsecret and nonconfi- 
dential policies, and should also make sure that his assistants — per- 
sonnel officer and warrant officer — are thoroughly conversant with 
secret and confidential policies. 

d. Sometimes the adjutant will have difficulty in recognizing a di- 
rective as constituting a matter of policy, but experience and good 
judgment will remedy this shortcoming. Policies are sometimes es- 
tablished by precedent. If no definite policy has. been announced by 
higher authority or by the regimental commander and action is taken, 
that action, by establishing a precedent, may become a matter of 
policy and should be noted in the policy files. 

e. There is no prescribed system of maintaining a policy file. It is 
of first importance that some system of indexing be adopted so that 
the chief clerk may, on a moment's notice, find any announcement of 
policy or precedent. A system of filing by subject matter, cross- 
indexed by date, is one method of policy filing. Secret and confiden- 
tial policies should be kept in the office safe, to which only the adju- 
tant and his assistants have access. Reference is made, in this con- 
nection, to introductory remarks in War Department Correspondence 
File, 1918. 

198. Classified correspondence (see AR 380-5). — a. The three 
types of classified documents are secret, confidential, and restricted. 
Matters may be classified as secret only by the Secretary of War, the 
Under Secretary of War, an Assistant Secretary of War, the Chief of 
Staff, the Commanding General of the Army Ground Forces, the 
Commanding General of the Army Air Forces, the Commanding 
General of the Services of Supply, an Assistant Chief of Staff of the 
War Department General Staff, the chiefs of the supply and admin- 
istrative services, a general officer, the commanding officer of a depot, 
post, camp, station, or independent command, the commandant of a 
general or special service school, the chief of a military mission, a 
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military attach^, or a military observer. Documents may be classi- 
fied as confidential or as restricted by any commissioned officer. 

b. Secret and confidential documents will be transmitted in two 
envelopes or covers, the inner envelope containing the document, 
folded so that the written, printed, or typed part does not come into 
contact with the envelope. This envelope will be plainly marked 
"Secret," or "Confidential." It will be securely sealed, preferably 
with wax seals. It will be inclosed in another envelope addressed in 
the ordinary maimer, with no indication that the inclosed matter is 
secret or confidential. Secret communications will be opened — that 
is, the inner cover marked "Secret" — only by the person to whom 
addressed, or a trusted subordinate designated by the addressee to 
open such communications. Confidential matter may be opened by 
any trusted person so designated by the commander concerned. 
Prior to opening a secret letter the seals and wrappings will be care- 
fully examined to see that it has not been tampered with; if found 
to have been tampered with, such fact will be reported to the sender 
without delay. The receipt form attached to the inner document 
will be signed and returned to the sender without delay. All secret 
documents will show on their faces the authority for the classification 
as secret and the date of such classification. 

c. An authority qualified to classify matter as secret will take nec- 
essary measures to insure the safe transmission of such documents 
between the offices of his own headquarters. Between military es- 
tablishments within the United States secret documents will be trans- 
mitted, whenever practicable, by officer-messenger or courier, other- 
wise by United States registered mail. During the present war, 
secret matter will be transmitted beyond the continental limits of 
the United States in the manner prescribed by the theater or other 
higher commander, or the commander having authority to classify as 
secret. 

d. Officers authorized to originate or classify secret or confidential 
documents will designate as " registered" such secret and confidential 
documents issued by them as they deem necessary in the national 
defense. Only documents of exceptional importance will be registered. 
In addition to the marking of secret or confidential, such documents 
will contain, on the front cover or title page if practicable (and if not 
practicable, on a separate sheet), the register number, short title, 
office of record to which returns will be made, and instructions cover- 
ing the returns for its accounting and ultimate disposal. When a 
registered document is transferred from one person to another, a cer- 
tificate of transfer in triplicate will be made. The certificate con- 
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taining an acknowledgement of receipt by the receiving officer will be 
dated and signed by the transferring officer. Immediately upon com- 
pletion of the transfer the original of the transfer certificate will be 
forwarded direct to the office of origin of the document, A copy of 
the certificate of transfer will be retained by each officer concerned 
in the transfer. Whenever a registered document is removed from 
its proper place of custody and issued to another person, the custo- 
dian will require a written receipt from the person to whom the docu- 
ment is issued. War Department Form No. 32 (Record Card- 
Registered Documents or Devices (Issuing Agency's Record of Dis- 
tribution)) will be used to transfer all individual registered documents. 

e. War Department Form No. 33 (Record Card — Registered Docu- 
ments or Devices — Station) will be used by each officer making a 
consolidated record of all transactions concerning registered docu- 
ments. It serves as a check to prevent the undiscovered loss of 
individual Forms No. 32. War Department Form No. 34 (Semian- 
nual or Transfer Report of Registered Documents or Devices) will 
be used in transferring registered documents and in reporting the 
semiannual inventory thereof. 

/. The adjutant of the command is usually the custodian of all 
secret, confidential, or restricted documents, including registered 
documents. He keeps such documents and all records pertaining to 
their receipt and transfer in the office safe, to which only he and the 
commanding officer should have the combination. 

199. Reports of survey. — a. When a report of survey (see fig. 3) 
has been submitted by the responsible officer, it comes directly to the j 
regimental adjutant. The form itself provides a printed space in 
which the regimental adjutant, acting for the commander, indorses 
the survey to an officer designated as surveying officer. It is the 
usual practice to appoint a field officer as surveying officer, and one 
not in a command relation to the responsible officer who submits the 
survey. The surveying officer then examines the evidence, submitted 
with the report of survey, which substantiates the statement of facts 
and circumstances under which the loss, damage, or destruction oc- 
curred. After carefully examining the evidence submitted and any 
other evidence which he is able to deduce and after examining any 
witnesses who have knowledge of the facts, the surveying officer 
makes his report in the space provided on the back of the form. His 
report includes his findings of fact, which are set forth in sufficient 
detail to support his recommendations. He makes his recommenda- 
tions following the findings of fact. The findings and recommenda- 
tions should be specific. For example: 
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(1) Findings. — "I find that the property listed on this report of 
survey, to the total value of one hundred dollars ($100), was lost (or 
damaged or destroyed) in the manner described under ' facts and cir- 
cumstances/ and not as a result of the fault or negligence of any 
person in the military service/ ' 

(2) Recommendations. — "I recommend that the articles of public 
property listed on this report of survey, to the total value of one 
hundred dollars ($100.00), be turned into salvage and that the respon- 
sible officer be relieved of responsibility therefor, and that the account- 
able officer be relieved of accountability therefor, and that the 
property be dropped from the stock record account of Major " 

b. The surveying officer makes his report on the survey form to the 
regimental commander, who then takes action in the space provided 
on the form. He will either approve, disapprove, or modify the 
findings and recommendations of the surveying officer. If he ap- 
proves, his indorsement will simply state "The findings and recom- 
mendations of the surveying officer are approved." If he disapproves, 
he will direct appropriate action to be taken. That is, he will decide 
whether or not the responsible officer is to pay the value of the 
property, or who, if anyone, is to be held liable for the value of the 
property, and what is to be done with the property itself. A regi- 
mental commander may authorize his adjutant to take action in his 
name on reports of survey, and they may be indorsed by the adjutant 
"for the commanding officer." For full details concerning the action 
to be taken, and the disposition of reports of survey, see AK 35-6640. 
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Chapter 4 

UNIT PERSONNEL SECTION— OPERATION 

200. a. The unit personnel officer, as well as the adjutant, is an 
administrative executive. As assistant to the adjutant, he is directly 
responsible for the efficient operation of the regimental personnel sec- 
tion. Not only must he have sound judgment of men and be able to 
place each member of his team on duties for which he is best fitted; 
he must also be able to decentralize the work of the section so that all 
operations can be carried on by dependable subsection chiefs. 
Whether he uses the plan of organization described in chapter 2, part 
two or devises one of his own, he alone is directly responsible for the 
results. 

b. He must be so skilled in personnel work that he can supervise the 
continuous process of reclassification within the regiment, and coordi- 
nate it with the work of the division classification officer. He must be 
decisive in his executive actions and at the same time meticulous in his 
supervision of the detailed operations of the personnel section. 

c. Executive action always precedes the act of recording. Decisions 
must be made and action taken. Before Private Jones goes on fur- 
lough, somebody must decide whether he may go. Then the records 
must be made. Sometimes the decisions are made by the unit person- 
nel officer, sometimes by the company commander, sometimes by the 
regimental commander. Some decisions are made by the soldier 
himself, as when he decides to be absent without leave; and some 
decisions are involuntary on the part of the soldier, as when he becomes 
ill. Whatever the decision and whatever the action which follows, a 
record must be made, and that record must be accurate. 

201. A primary purpose of tHe unit personnel section is to relieve 
the company and detachment commanders of the burden of adminis- 
trative details and thus permit them to devote their time and effort to 
training, supply, and discipline. To accomplish this, AR 345-5 pro- 
vides that practically all of the personnel records formerly main- 
tained within the company will now be maintained in the unit personnel 
section. The personnel officer is authorized to authenticate such rec- 
ords. Company clerks may be detailed to duties in the personnel 
section, providing their number is kept to a minimum necessary to 
perfotfm the work. Thus, while the company commander loses none 
of his responsibility for the welfare of his men, the detailed adminis- 
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tration of their affairs is largely the responsibility of the personnel 
officer. The forms which are maintained in the personnel section, 
and those which remain in the company are listed in AR 345-5. 

202. The Army is not a static organization. Its actual strength 
changes from hour to hour, from day to day. Individuals come and 
go, enlist and are discharged, become sick and die. Soldiers must be 
housed, fed, and paid. When they are ill they must be treated, and 
when they die they must be buried. Individuals and groups of individ- 
uals must be controlled ; decisions about them must be made ; action 
must be taken; and practically every decision, every action, must be 
recorded. 

203. a. The basic record of the company, battery, troop, or cor- 
responding organization is the company morning report. It is fully 
discussed in part 1 of this manual. Early each day, usually by 0730, 
it is brought by the company clerk to the unit personnel section and 
goes through the personnel sergeant major to the reports and returns 
subsection. There it is checked for accuracy, to make sure that 
entries and changes in the strength section are consistent with the 
entries in the remarks section; and to insure that the entries in the 
ration section are correct. When the morning report is found to be 
correct, a clerk in the reports and returns subsection makes several 
abstract copies of the remarks. There is no prescribed form for this 
(see fig. 22 for a good model) . These abstracts are passed to the pay 
roll group, the service records group, the enlisted records group, 
locator card group, and any others designated by the unit personnel 
officer. In this way, all those concerned with morning report remarks 
can work simultaneously on their particular entries, and the work of 
the entire section can be speeded. One copy of the abstract of the 
morning report is given to the clerk in charge of reports of change. If 
the abstract shows a change of status of an individual during the 
24-hour period of the morning report, the clerk then makes out 
W. D., A. G. O. Form No. 303 (see fig. 17). The exact entries to be 
considered and the form in which they are to be made are described in 
AR 345-800. If there is a change in the classification of the indi- 
vidual, however, that change is noted, not from an abstract, but from 
the retained copy of the report of change card itself, and the appro- 
priate change is made on D., A. G. O. Form No. 20 (see fig. 47). 

6. Private Sims, for example, is absent without leave on June 2. 
A remark to that effect is shown on the morning report of Company 
L for June 2 (fig. 10)— "Pvt. Sims duty to AWOL 1600. ,, The report 
of change card therefore shows "Pvt. Sims duty to AWOL 1600" and 
gives, at the left, full information about Sims' name, Army serial 
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number, organization, and station. The original report of change 
card, after being initialed by the unit personnel officer, is sent, on 
the day it is prepared, to the division adjutant general, to be checked 
and forwarded, in bulk with other such cards, to the machine records 
unit. A duplicate is retained by the unit personnel section. 

c. When the morning report abstract is handed to a service record 
clerk, he extracts Sims' service record and on page 7, under the head- 
ing Time Lost Prior to the Normal Date of Expiration of Term of 
Enlistment to be Made Up Under the 107th Article of War, he enters 

ABSTRACT OF MORNING REPORT 



ABSTRACT OP REMARKS FROM MORNING REPORT OF F O R 

(Company) (Date) 



Recapitulation: Gains L osse s S k Qr s S k Hos p m 

AWL AWOL Total Presen t T otal Absent 

Note.— Initiated by unit personnel section for use in that section. As many copies as are needed 
should be made. (The exact number and the form itself are best determined by need.) 

Figure 22 

"From June 2„." This entry is made lightly in pencil. When 
Private Sims returns to military control, this penciled entry will be 
erased and an entry will be made in ink, showing Sims' date of leaving, 
date of return, and the number of days he was AWOL. At this 
time, the morning report and report of change card contain the entry 

"Pvt. Sims AWOL to duty" or "to conf. at and so forth. 

d. When the morning report abstract reaches the locator card 
group, entry of his AWOL will be made on his locator card, and later 
corrected to show his return to duty status. ' Locator cards are fur- 
nished on request, from the initial roster, by the machine records 
unit and are kept up-to-date by the machine records unit and the 
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unit personnel section. In this way, up-to-the-minute information 
about any individual in the unit can quickly be found. 

e. Private Sims' absence will affect his pay for the month; so the 
abstract given to the pay roll group will result in an entry on his 
pay card — deduction of 2 days' pay for lost time. The keeping of 
pay cards is not prescribed by regulations, but most organizations 
maintain these informal cards so that information for the pay roll 
can be noted as it occurs. The retained copy of the report of change 
card is filed in the unit personnel section. The informal morning 
report abstracts may be destroyed as soon as they have served their 
purpose. 

204. a. Reports of change are made for most of the changes of 
status of an enlisted man, and appropriate entries are made in the 
service record, which is the basic record of the individual. Changes 
for which a report of change card is not required are shown in AR 
345-800. Reports of change are likewise made for officers. Officers, 
however, do not have service records. Hence information concern- 
ing an officer's status is transferred to his status card (see fig. 33). 
The keeping of officers' status cards is not prescribed by regulations; 
but in most headquarters, as a matter of information and convenience, 
data concerning officers are recorded on simple 5 by 8 cards. Such 
data would include service on boards and courts martial, detached 
service, leave, and so forth. 

b. W. D., A. G. O. Form No. 66-1 (Officers' and Warrant Officers' 
Qualification Card) is the uniform record used in officer classification. 
It is prepared by a commissioned personnel technician under the 
supervision of the division (or higher headquarters) adjutant general, 
or by the adjutant of a post, camp, or station in an exempted status. 
It is maintained in division or higher headquarters, and in the head- 
quarters of posts, camps, and stations for officers of these installations. 
In the case of Reserve officers, the card will replace W. D., A. G. O. 
Form No. 177 (Reserve Officers' Qualification Card). Qualification 
and Statistical Cards, W. D., A. G. O. Form No. 0356 (Statistical- 
Officers) are maintained by the machine records unit which serves 
the officer's unit of assignment. The statistical card is kept current 
from data furnished on W. D., A. G. O. Form No. 303. The com- 
mander of the unit to which an officer is assigned will keep the head- 
quarters having custody of the officer's qualification card informed 
of any changes in duty and status which should be entered on the 
qualification card. 

205. a. The recording described in paragraph 2036 for Private 
Sims is the result of the soldier's own action. But take the case of 
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Sergeant (technician fourth grade) Collins, as shown in the morning 
report of Company L for June 2. Collins got drunk and was con- 
fined in the post guardhouse. It was the company commander, in 
this case, who made the decision and took the action. His decision 
and his action therefore appear in the remarks section of the morning 
report of June 2 and constitute the first formal record, a record which 
is passed up through higher echelons and which becomes a lasting 
record in the War Department. 

6. With the morning report entry, the recording cycle begins. The 
change in status of Sims and Collins is carried forward, by means of 
the report of change card, to a machine records unit and is .there 
mechanically transcribed on W. D., A. G. O. Form No. 301 (Status 
Punch Card). There the report of change card mechanically selects 
from the current status file the corresponding status card, and auto- 
matically a new status card is created which reflects the change in 
status of the individual. A duplicate of this up-to-date status card 
is made mechanically and forwarded to The Adjutant General, where 
it serves to maintain a master machine records unit for the entire 
Army. The report of change card accompanies this status card to 
The Adjutant General, where it is filed for the years to come, each 
man's card being filed in chronological sequence. His original status 
card is made out from his D. S. S. Form No. 221 (Report of Induction 
of Selective Service Men). 

c. Thus the current status of Sims or Collins can be determined at 
any minute by his company commander from the morning report; on 
any day by the unit personnel officer from the locator card which is 
posted from the morning report abstract, and from his service record; 
within a few hours, by the commanding general of the service com- 
mand or other officer in charge of a field machine records unit; and 
after a few days, by The Adjutant General, through the master 
machine records unit in his office. After Sims and Collins are sep- 
arated from the service, however, there are only two places where 
their past history can be found in detail; the old morning report of the 
company, which is retained in the company for years, then sent to 
The Adjutant General; and the service records and series of reports 
of change cards which are filed for all the years to come in The Adju- 
tant General's Office. A record is also kept at service command 
headquarters of those discharged men who are enrolled in the Enlisted 
Reserve Corps, but this record is not a basic record showing the com- 
plete military history of the individual. 

206. The machine records unit serving a service command or other 
geographical area or component makes, each month, several copies of 
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a roster of each organization which it serves. This roster is made 
mechanically and is a compilation of the status cards of those organi- 
zations. Soon after the first of the month, each personnel officer 
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receives several copies of the rosters of the organizations in his regi- 
ment. In the unit personnel section these are checked for accuracy 
against the service records. A company monthly roster, W. D., 
A. G. 0. Form No. 305A (Miscellaneous Report Form) (fig. 23) contains 
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the following information, reading from left to right: serial number of 
the individual; last name, first name, and initial; grade; component 
(coded); arm or service; subunit (i. e., company, battery, etc.) to- 
gether with the code number for that unit; parent unit (i. e., regi- 
ment, etc.) with code number for that unit; date of current commis- 
sion or enlistment; type of duty the individual is performing, stated 
by code number; duty status, by code and date on which status is 
being reported, the year being represented by the last digit (as 2 
for 1942). Names are arranged alphabetically within the grade. 
Copies of the monthly roster, received by the unit personnel section, 
are corrected, authenticated, and disposed of as follows: the original 
and four copies are returned to the machine records unit; one copy 
is retained in the unit personnel section. 

207. The administration of a small unit, such as a separate bat- 
talion, is likely to be performed on an informal basis. The limitation 
of personnel makes it impractical to departmentalize the work to 
the same degree that is possible in a headquarters which contains 
from 17 to 33 enlisted men. Each system has its advantages. The 
small, informal organization has the advantage of easy and close con- 
trol; each company clerk works with the reports and records of those 
men who are part of his organization. On the other hand, the larger, 
centralized organization of the regiment makes for greater efficiency 
in specialized subjects, such as maintenance of service records and 
preparation of pay rolls. 

208. a. In considering the type of organization which is best for an 
administrative headquarters, it is well to consider the work load. 
This will vary according to local conditions and War Department 
plans and policies. However, the following data from one typical 
infantry regiment may serve to guide the new adjutant in planning 
his work: 

(1) Service record entries. — Average 60 a day. These run 75 a day 
during the first half of the month, but about 45 during the last half. 
The reason for the fluctuation is that promotions in the regiment are 
normally made between the first and tenth of the month. 

(2) Reports oj change. — Average per day, 60. 

(3) Soldiers 1 qualification cards. — Average entries per day, 50. 
Number of cards consulted for information, average 500 daily. 

(4) Special orders paragraphs. — Average per day, five. 

(5) Summary court charge sheets. — Average 15 a month. Mostly for 
AWOL. 

(6) Letters oj indorsements. — Average per day, four. 
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b. This is only a partial break-down of the work load. It does not 
include pay rolls, filing, checking of morning reports, discharges, and 
the numerous other activities of a headquarters, nor does it cover the 
abnormal conditions of battle. It is merely an indication of the 
work load and should not be used as a working model. 

209. A problem which faces the adjutant and the personnel officer, 
especially the latter, is that of maintaining morale within the adminis- 
trative group in the headquarters. If company clerks are used con- 
tinuously and are therefore physically away from their companies 
most of the time, there is an inclination to overlook them in making 
promotions within the company. Company and platoon commanders 
are prone to consider for promotion those men of the company with 
whom they are working hour by hour. The company clerk thus 
might be deprived of his normal opportunity for promotion to the 
grade of sergeant. Until Tables of Organization are adopted pro- 
viding that all personnel at the headquarters* be drawn from the staff 
section of the service company, such discrimination against company 
clerks must be carefully guarded against. This is best accomplished 
by cooperation between the adjutant and the company commander. 
A good adjutant fosters this cooperation in many ways and convinces 
the company commanders that, inasmuch as work for the head- 
quarters is work for each company, the same opportunities should 
accrue to the men working at headquarters as are available to men 
in the field. 
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Chapter 5 



ENLISTED SUBSECTION 



Section I. Service record 



VIII. Final statements 



VII. Discharges 



II. Pay and allowances of enlisted men 

III. Payrolls 

IV. Statement of charges 

V. Transfer of enlisted men 

VI. AWOL and desertion 



Paragraphs 

210-247 
248-267 
268-288 
289-296 
297-302 
303-309 
310-325 
326-331 



IX. Classification and soldier's qualification card___ 332-340 



Section I 
SERVICE RECORD 

, 210. W. D., A. G. O. Form No. 24 (Service Record), is the com- 
piled military record of the individual enlisted man. It is initiated 
at entrance into the service for each enlisted man — whether by enlist- 
ment, reenlistment, or induction — and for each retired enlisted man 
and enlisted reservist called to active duty. It contains a complete 
record for the period of his service from the date of enlistment, reen- 
listment, induction, or call to active duty, until the date of discharge, 
relief from active duty, or death. It accompanies him until he is 
separated from the service, at which time it is forwarded to and 
becomes a permanent record of the War Department. (See AR 
345-125.) 

211. Upon the information contained in the service record many 
claims against the Government and the enlisted man are adjudicated, 
and reference is made to this record to decide innumerable questions. 
Hence, as time passes, this record becomes more valuable to the 
Government, the enlisted man, his family, and his descendants. 
Similar records of enlisted men who served in the Revolutionary War 
and subsequent wars are referred to constantly. 

212. A service record once closed and filed cannot be altered except 
upon approval of the Secretary of War, based upon indisputable proof 
of the erroneous entry and of the correct entry to be recorded. 



X. Enlisted 201 files. 
XI. Locator card files 



341-346 
347-350 
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213. a. The unit personnel officer is responsible for and charged with 
the proper posting, transferring, and closing of all service records. 
The entries as to character and efficiency rating of a soldier will be 
entered and initialed by the company or detachment commander, or 
by the unit personnel officer from a memorandum as to character and 
efficiency from the company or detachment commander. 

b. All information relative to enlisted men which cannot be obtained 
from the morning report, court-martial record, or other periodic 
reports, will be furnished by the company or detachment commander, 
or will be obtained from special orders. Examples: Date on which 
the Articles of War were read ; change in beneficiary. 

c. All entries will be made in ink — with pen or typewriter — except 
in cases where penciled notations are authorized pending the final 
decision as to the result of trial and dates of returning from unau- 
thorized absence. Any entry requiring initials will be initialed in 
ink by the personnel officer at the time the entry is made. The first 
time an officer authenticates an entry by his initials, he will, for 
purposes of identification, record his initials and full name, grade, and 
organization on page 24. 

d. If an erroneous entry is made, it will not be erased. A thin line 
will be drawn through the erroneous entry, and immediately above it 
will be written the correct entry, with date and initials of the officer 
making it. 

e. When there are no data relating to the printed heading, the space 
under that heading will be left blank. Negative entries such as 
"None" and " Nothing" will not be made in any part of the form, ex- 
cept as required for street and house numbers, and opposite entries 
shown in indorsements as "Due United States." 

/. In case the space under any heading is insufficient, additional 
space may be made by using W. D., A. G. O. Forms Nos. 24-1 to 24-7 
(Insert to Service Record) after the last entry and indicating the fact 
that an addition has been made to the service record. Notation to 
that effect is made on the margin of the service record, near the addi- 
tion. If Forms Nos. 24-1 to 24-7 are not available, additional space 
may be made by securely attaching an improvised page and indicating 
that fact by notation on the margin of the original page. 

</. If an enlisted man is transferred, assigned to, or attached to a 
company or detachment, and his service record has not been received 
from his previous company or detachment prior to the next regular pay 
day or prior to his being again transferred or detached, when a partial 
payment is to be made, a temporary service record will be prepared 
from the available data, for use until the original service record is 
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received. Upon receipt of the original service record, the data cover- 
ing the intervening period as shown on the temporary service record 
will be transcribed on the original. The temporary service record will 
then be canceled and filed. Temporary service records will be marked 
" Temporary" on the cover page by the officer initiating them. If the 
original service record is not received within a reasonable time, a new 
service record is initiated. (See AR 345-125.) 

214. The service record will be opened by the officer who completes 
W. D., A. G. O. Form No. 22 (Enlistment Record, Army of the United 
States) for enlistments; or D. S. S. Form No. 221 for Selective Service 
trainees. In the case of selectees, this is done by the officer in charge 
of the induction station to which the selectee first reports from his 
local draft board ; and for retired enlisted men called to active duty, by 
the Finance Officer, U. S. Army. For enlisted reservists, see AR 
155-5. 



(Last name) (Army serial No.) 



(First name) (Middle initial) 

(Arm or service for which enlisted or inducted) 

Color or race 

(Place X in box indicating component) 

□ Regular Army. □ National Guard 

of the United 
States. 

Army of United States: 

□ For Regular Army units. 

□ For National Guard units. 

□ Selective Service and Training. 

□ Regular Army Reserve — Active 

duty. 

□ Enlisted Reserve Corps — Active 

duty. 

SERVICE RECORD 
covering period 
From , 19__, to , 19.. 

For instructions see AR 345-125 
W, D„ A. G. O. Form No. 24 

(March 1, 1941) 3—8865 
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215. Description of service record. — The service record is a 
booklet, 3K by 8K inches, containing 24 pages in addition to the cover. 
The cover contains spaces in which are entered the name, Army serial 
number, arm or service for which the soldier was enlisted or inducted, 
his color or race, the component of the Army of the United States to 
which he belongs, and the date covered by the record. 

216. Opening service record at induction station. — The 
commanding officer or personnel officer at the induction station to 
which the selectee is sent by his local board will accomplish the entries 
on pages 1 and 3 of the service record so far as possible, which entries 
constitute the opening of the service record. In the case of enlist- 
ments, this is accomplished at the recruiting office. 

217. Front cover. — The front cover is filled in at the induction 
station, except for the date of termination of service under the heading 
Covering Period. Fill in the name, Army serial number, arm or 
service for which the man is inducted, and his race or color; place "X" 
in the proper box indicating component, that is, Regular Army Units, 
National Guard Units, Selective Service and Training, Regular Army 
Reserve — Active Duty, or Enlisted Reserve Corps — Active Duty. 
For the duration of the war, there are no enlistments in Regular Army 
and National Guard, so those squares remain blank. The date of 
entering the service will be entered after the word "From." 

l 

INDUCTION RECORD 

(This induction record will be filled out only in case the man 
enters the service through induction by selective service) 

Local board of origin. __ 

Bate of arrival at induction station 

Date and place of induction _ 

By whom inducted _ 

(Name) 

(Grade and arm or service) 

Place to which sent _ 

(Post, camp, or reception center) 

Date sent 



218. Page 1, induction record. — The space under this heading 
will be used only for men entering the service through the operation 
of the Selective Service and Training Act of 1940, as amended. It 
will be filled in by the officer who opens the service record ; that is, by 
the personnel officer at the induction station to which the man is 
sent by his local board. The data for filling in the space on the first 
line, following the heading Local Board of Origin, may be obtained 
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from three sources: D. S. S. Form No. 150 (Order to Report for In- 
duction), of which two copies are sent by the local board to the induc- 
tion station; D. S. S. Form No. 221, which is sent by the local board 
with the man when he goes to the induction station; or from informa- 
tion furnished by the man himself. The first two are the more 
positive. The Date of Arrival at Induction Station should be fur- 
nished by the records of the induction station. The same records will 
furnish data for Date and Place of Induction and for By Whom In- 
ducted, with the name of the commanding officer or an officer assistant 
who actually administers the oath of enlistment to the man. The data 
for Place to Which Sent and for Date Sent will be available from the j 
special order issued by the induction station transferring the trainee 
to the reception center or to a post, camp, or station. 

219. Records of immunization. — The data for Records of 
Immunization are entered as soon as such records become available 
to the unit personnel officer. When a soldier receives any of the inocu- 
lations administered by the Medical Department, the surgeon under 
whose supervision the inoculations are given makes a record of the fact 
of inoculation and the results, on appropriate Medical Department 
forms. He also makes a report to the organization commander of the 
soldier concerned, showing the fact of inoculation and the result, with 
dates. It is the duty of the organization commander to furnish the j 
unit personnel officer with these data. It is also the duty of both the 1 
unit personnel officer and the organization commander to see that the 
soldier receives the prescribed inoculations, and that the necessary 
data as to facts and results are entered in the service record. Ordi- 
narily the selective service trainee receives his smallpox vaccination 
and the first of the series of three antityphoid inoculations at the recep- 
tion center to which he is sent from the induction station. If sent to a 
station other than a reception center — as in the illustrative case of 
Private Michael J. Kelsey (see ch. 9, part two) — he receives these 
inoculations at the station to which he is sent. The blood type will 
be entered under Other Vaccinations. Antitetanus toxoid will also 
be entered here. 
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SMAILPOX VACCINATION 



Date 


Result ■ 



















TYPHOID VACCINATIONS 



OTHER VACCINATIONS 



Kind 


Date 





















DIPHTHERIA SUSCEPTIBILITY TEST— SCHICK 



Date 


Result 1 

















CARRIER EXAMINATIONS 

(See AR 40-310) 



Date 


Parasite examined for 


Kind of 
specimen 3 


Positive or 
negative 



























i Record as vaccinia, vaccinoid, or immune reaction. 
* Record as positive, positive combined, negative-pseudo 
or negative. 
3 Record as feces, urine, sputum, blood, etc. 



220. Page 2, enlistment record. — The entries under this heading 
are made at the reception center, or by the first organization to which 
the soldier is assigned or attached after leaving the induction station. 
Data for the enlistment record are obtained from D. S. S. Form 
No. 221 which is made in triplicate at the induction station. This 
form corresponds to W. D., A. G. O. Form No. 22 for enlistments. 
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2 3 
ENLISTMENT RECORD PRIOR SERVICE 



(Last name) (First name) (Middle initial) Fir* .how prior service in the Secular Army, then 

- - - - - - insert headings to show service in the United States 

(Army serial No.) Army, Volunteers, Harr, Marine Corps, and la- 

"■tob.-a^.-iiam!) mr-sssr- IsL*"" M mmu - 

^^•S&'Zlta. *H» ib. (Co^^-irirVic.? * "~~ 

Eyes Hair Complexion Discharged as ; _ ; 

Site of fas mask Siseof shoe (Grade) (Character) 

Married or ainfle Occupation By reason of 

EDUCATIONAL QUALIFICATIONS (Data required by par. £ AR 345^125) 

Tears in: Grammar school Hifh school . 1Q . 1A 

ESBEfilr** 0rad,uu . wwk .:::::::: ici::^^^""' w " 

Speaks *Eiigliah f French , Spanish , German. Discharged as ; 

OCCUPATIONAL QUALIFICATIONS (Grade) (Character) 
$ By reason of _ 

(Main occupation) (Weekly wages) (Data required by par. 8, AR 346-126) 

Years as 'apprentice , journeyman , expert fpom , 19 , to 19 

Just what did he do! (Co ., regt., arm, or service) 

' ""(Next ^pitkm) (Weekly wages) Dircharged as ; ; 

Yeara . as ♦apprentice , journeyman , expert. ^ a (Grade) (Character) 

Just what did he dot By reason of 

HOME ADDRESS AND NEAREST RELATIVE (Data required by par. 8, AR 345-125) 

Home address from , 19 , to , 19.... 

(Number and street or rural route; if none, so state) (Co., regt., arm, or service) 

' " " ~ (City, "town," br'post "office")" " "(State or country) " Discharged as ----------- 1 ; 

Name and address of nearest relative (Grade) (Character) 

(Name) By reason of 

- - - - - - - - - - - - - - - - - - -_- - — (Data required by par. 8, AR 345-125) 

(Relationship) (Number and street or rural route; from 19 to 19 

""""irnone","so"state) (Co., regt., arm, or service)""""' 

2S^"S"S^?- Di^a. ..^.. r „ i .. 

(Name) By reason of 

(Data required by par. 8, AR 345-125) 

(Relationship; if friend, so state) (Number and ^ to 19 

""'streeror ruraT^^ (Co., regt., arm, or service) 

Discharged as • ; 

(City, town, or post office) (State or country) "(Grade)""" """(Clwacteir* 

DESIGNATION OP BENEFICIARY By reason of ^ ' 

(To be entered only from appropriate enlistment or (Data required by par 8, AR 345^-125) 

induction record or W. D., A. G. O. Form No. 41) from 19 to w 

" "(Name and "degree "o'f'relaYionship o"f"beneficia"ry)" " (Co., regt., arm, or service) 

71-**" "\ Discharged as ; ; 

A^f^L (Orade) (Character) 

(Name and degree of relationship of alternate bene- By reason of _ 

flciary) (Data required by par. 8, AR 345-125) 

fAddnttsV v from , 19«.__,to , 19. 

(Aaoress; (Co., regt., arm, or service) 



(Name and degree of relationship of alternate bene- Discharged as 

flciary) (Grade) " "(Cha^acteT^" , 

"(Address) By reason of 

CURRENT ENLISTMENT (Data required by par. 8, AR 345-125) 

(See "Remarks— Financial" (par. 3a, AR 345-125)) ,rom l?~--.to ,19.— 

Age at enlistment years months. ( Co -» regt., arm, or service) 

t Accepted for service at Discharged as ; __ ; 

t Enlisted at _ on the (Grade) (Character) 

r day of , 19 By reason of 

in^ grade of by (Data required bY par" X AR 345^125) " 

™V«ViSjto) (Co7,7^^ " "' 

"(WordVand figures) ' Discharged as ; ; 

Completed years months (Grade) (Character) 

days for longevity pay, at enlistment. Has oyer By reason of. 

years' service (Data required by par. 8, AR 345-125) 

(Initials of officer) from .19 .to 19 - 
^^^L^!^.*^^^ 111601 V " V (Co.',"r'e^t ., armVor serVice) " " " 

Discharged as ; _ ; 

* Strike out words not applicable. (Grade) (Character) 

t No entry required for men secured through Selec- By reason of 

tive Service. (Data required by par. "^ AR 345-125) 
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221. Page 3, prior service.— W. D., A. G. O. Form No. 221 will 
show whether or not a selective service trainee has had previous 
military or naval service. W. D., A. G. O. Form No. 22 will reveal 
the same information in regard to the man who enlists in the Army 
of the United States. The essential data are to be transcribed to this 
page of the service record at the reception center. 

4 

MILITARY QUALIFICATIONS 

Served as in the United Statei 

(Highest grade held) 
Army in the World War 
Holds commission as in the 

(Grade) (Section) 

Officers' Reserve Corps 
Graduate of _ 

(Noncommissioned officers' or special service 
school) 

ARMY SPECIALTY 



Specialty 


♦Rating 
with date 


*Reratinp 
with date 





















222, Page 4, military qualifications, — Data at the top of this 
page should be obtained from page 3, under Prior Service, or fronj 
ORC records, or from the service schools attended. The data under 
Army Specialty should show the soldier's qualification as revealed by 
W. D., A. G. O. Form No. 20. This should be changed as Form No. 
20 is changed, as a result of acquired skills or developed aptitudes, 
and to conform to the soldier's performance of his duties. 

SPECIAL DUTY 



As 


At 


From 


To 


Authority 

































223. Special duty. — When an enlisted man is placed on special 
duty away from his immediate organization, he is usually placed on 
such duty by a regimental or other special order. An appropriate 
remark is entered in the morning report, showing the fact that the 
soldier is being placed on special duty, and sometimes the nature of 
such duty, together with the authority therefor. These data are 
transcribed from the special orders by the service record group in the 
enlisted subsection, and are entered in the service record. Each 



Digitizes by 



Go gle 



165 



Original from 
UNIVERSITY OF CALIFORNIA 



TM 12-250 

223-226 ADJUTANT GENERAL 's DEPARTMENT 



column is filled in at the time of the order, except the column headed 
To, unless the order specifies a definite period of such duty, as "For 
1 month from June 10," in which case the service record entry would 
include both dates. 



ARTICLES OF WAS 
(Bead to ■oldier %* required by the 110th Article of War) 



Date 


Initials 


Date 


Initials 



























224. Articles of War— AR 345-125 and A. W. 110 require that 
certain Articles of War be read to every soldier upon enlistment and 
at least once every 6 months thereafter. It is the duty of the com- 
pany or detachment commander to inform the unit personnel officer 
of the date when the Articles of War were read to each soldier. This 
is usually done by informal memorandum. The unit personnel officer 
then makes the necessary entry in the service record at this point. 

225. Sex morality. — AR 40-235 prescribes that at least once every 
6 months, organization commanders will conduct and supervise in- 
struction in sex hygiene for members of their command. This regu- 



SEX MORALITY 
Course completed (tee AR 40-235) , 19 

lation also requires that such instruction be given to recruits as soon 
as practicable after enlistment. At the reception center, a lecture 
on sex morality is given to all selectees and enlisted men, and each is 
handed a pamphlet covering the subject thoroughly and convincingly. 
At the reception center, therefore, an entry is made in each service 
record, giving the date of this instruction. Subsequent instructions 
in sex hygiene are recorded under 1 'Remarks — Administrative" in 
the service record. 

226. Qualification in arms. — When, at regular seasons of target 
practice, enlisted men qualify in the use of the weapons with which 
they are armed, the organization commander sejnds to the unit person- 
nel officer a list of men who qualify in each category ; that is, as marks- 
man, sharpshooter, expert rifleman, or the corresponding grades of 
qualification with other arms. Accompanying each list are the indi- 
vidual score cards. The unit personnel officer then prepares a re- 
port on each man, W. D., A. G. O. Form No. 110 (Report of 
Individual Classification in Arms), and turns this report over to the 
adjutant. The latter, after the report has been verified, will cause a 
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regimental order to be issued announcing the list of those qualified 
together with the classifications in which they have qualified. When 
such order has been published, the unit personnel officer will cause 
appropriate entries to be made in this section of the service record 
of each enlisted man whose name appears in the order as qualified. 
Additional compensation for qualification in arms is not paid during 
the war nor until appropriations are made by Congress for this purpose. 

QUALIFICATION IN ARMS 

Special qualifications attained in the use of the Tarious 
arms and additional compensation therefor) 

Qualified as. _ _ ,10 

(Grade designation) 

Compensation t per month. 

Aggregate or final score. 

Order publishing fact of qualification 

(Number) (Source) (Date) 

Qualified as , 10 

(Grade designation) 

Compensation 8 per month. 

Aggregate or final score 

Order publishing fact of qualification _ 

(Number) (Source) (Date) 

Qualified as __ ,10 

(Grade designation) 

Compensation I „ per month. 

Aggregate or final score 

Order publishing fact of qualification 

(Number) (Source) (Date) 

Qualified as _ ,10 

(Grade designation) 

Compensation $ per month. 

Aggregate or final score 

227. Page 6, military record. — The first section under the genera 
heading, Military Record, is " Appointment, Promotion, or Reduc- 
tion, with Authority Therefor." When a soldier is appointed a 
private first class, or a noncommissioned officer, promoted from one 
noncommissioned grade to another, or reduced, the fact will be 
entered in this section, with grade, date, authority, and the initials 
of the unit personnel officer. Appointments to noncommissioned 
grades, which include technician grades, are made by regimental 
special orders. Promotions and reductions are made by the same 
authority. Privates first class are made by company order, and 
may be reduced in the same way. Reductions may be made also by 
general or special courts-martial orders promulgating the sentences of 
general or special courts-martial. The fact of appointment, promo- 
tion, or reduction, together with the grade before and after changes, 
constitute a change in status which is entered as a remark in the 



Go gle 



167 

Original from 



Digitizes by , 

UNIVERSITY OF CALIFORNIA 



TM 12-250 

227-230 ADJUTANT GENERAL 's DEPARTMENT 



morning report, and transcribed by the system already in use in the 
unit personnel section, 

5 

MILITARY RECORD 

APPOINTMENT , PROMOTION, OB REDUCTION, WITH 
AUTHORITY THEREFOR 



Grade 


Date 


Authority 


Initials 



























































228. Specialist ratings. — Specialist ratings have been eliminated. 
This space, therefore, is left blank. Technician ratings, made by 
the regimental commander on recommendation of the company 
commander, are entered on page 5 of the service record, under Military 
Record. 



specialist ratings ORGANIZATIONS TO WHICH 

I ATTACHED 



Class 


Qualifi- 
cation 


From 


To 


Authority 




Ini- 
tials Organization 


From 


To 















































































229. Organizations to which attached.— A soldier may, upon 
his arrival from an induction station, a reception center, or a replace- 
ment training center, be attached to an organization while awaiting 
assignment. The fact of such attachment will be entered here, 
Also, a soldier may be placed on detached service at another station 
than that at which his organization is stationed ; while at such station, 
he may be attached to another unit. The morning report is the 
source of information. 

230. Original assignment and organizations to which sub- 
sequently assigned during this enlistment period. — This head- 
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ingis self-explanatory. The data are obtained from the special orders 
assigning the soldier. 



ORIGINAL ASSIGNMENT AND ORGANI- 
ZATIONS TO WHICH SUBSEQUENTLY 
ASSIGNED DURING THIS ENLISTMENT 
PERIOD 



Assigned to company, 
regiment, arm, or 
service 


Station 


Date 













































231. Page 6, furloughs. — a. Furloughs are granted by the regi- 
mental commander, or other commanders designated in AR 615-275. 



6 

FURLOUGHS 

From __ to 

Authority 



Extended per. 

(Number of days) 
Rejoined 



From 

Authority 



to . 



Extended _ per 

(Number of days) 
Rejoined, 



From 

Authority 



to . 



Extended __ per . 

(Number of days) 
Rejoined __ _ 



From 

Authority 



to 



to . 



Extended per . 

(Number of days) 
Rejoined 



From 

Authority 
Extended 
Rejoined . 



(Number of days) 



per . 
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Furloughs axe not announced in special orders. When an enlisted 
man goes on furlough, that fact is entered as a remark in the morn- 
ing report. Application for furlough originates in the company and 
is transmitted to the personnel officer who issues the furlough certif- 
icate in the name of the regimental commander. Record of the fur- 
lough is made by the personnel officer in this section of the service 
record, quoting AR 615-275 as authority. In computing time of 
absence on furlough the day of departure is a day of absence, what- 
ever the hour; day of return is a day on duty, whatever the hour. 
(In computing the leave of officers, incidentally, the reverse is true; 
the day of departure is a day of duty, regardless of hour of departure, 
and the day of return is a day of absence, regardless of hour.) Fur- 
loughs may be granted on the basis of 30 days per year but will be 
confined to periods not in excess of 15 days at any one time. 

b. Under current policies enlisted men inducted through Selective 
Service are sent from induction stations to reception centers, and are 
then transferred to the Enlisted Reserve Corps for a period of 14 days 
in order to allow them to go to their homes and arrange private affairs. 
They are recalled to active duty at the end of the 14-day period. In 
such cases, the Government pays their transportation and ration allow - 
ance to and from their homes. They are in such cases placed on special 
orders in order that travel and subsistence allowance may be paid. 
They are not, however, given furloughs for this purpose. 

FOREIGN SERVICE 

Left United States for duty in.. _ 

From — _ on , 19 

Arrived at on ___ ,19 

Left for the United States on ,19 

Arrived at on 19 

Left United States for duty in 

From on 19 

232. Foreign service. — Entries in this section of the service 
record will normally be made by the personnel officer at the port of 
embarkation from which a soldier departs for foreign service, and by 
the personnel officer at the port of debarkation at which he arrives for 
foreign service. 

233. Medals, decorations, and citations. — When a soldier, in 
war or peace, performs an act of heroism for which, in the opinion of 
his organization commander, he should be decorated, the organization 
commander makes appropriate recommendations to the regimental 
or next higher administrative commander. It is the duty of the regi- 
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mental commander to cause each case to be carefully investigated, and 
to forward the original recommendation, with appropriate indorsement, 
to the next higher commander. When an enlisted man has been 
awarded a decoration, medal, or citation, that fact is announced in 
general orders, and the fact of such award, with the name of the decora- 
tion and the authority, is entered in the service record. (See sec. II, 
this chapter, for data on extra pay for decorations and remarks for 
pay rolls; AR 600-45 for list of medals, decorations, and citations, and 
description of procedures; and AR 35-1500 for Finance Department 
regulations which govern; also AR 600-68 for Good Conduct Medal.) 



MEDALS, DECORATIONS, AND CITATIONS 



Name of decoration 


Authority and date 










• 








3—8855 



234. Page 7, time lost prior to normal date of expiration of 
term of enlistment to be made good under A. W. 107. — This is 
the general heading of the page; under this general heading are sub- 
headings or subparagraphs (a), (6), and (c). This does not apply to 
selective service trainees, as to time lost prior to expiration of term of 
service. 

a. The first subheading at the top of the page is (a) Absence With- 
out Proper Authority or in Desertion. Data for this heading are 
obtained from the organization morning report, and are transcribed 
in the usual manner to the report of change card and an abstract of 
the morning report, then to the service record. When a soldier is 
entered on the morning report as Absent Without Leave f it is the 
usual practice to make a light pencil entry in this section showing the 
day he is reported absent; the entire entry is completed in ink when 
the soldier is returned to military control, or is dropped as a deserter. 
If, upon return from absence, he is placed in confinement either at his 
own station or at another, he nevertheless comes under military 
control on the day of his return. 

6. Subheading (6) Time Actually in Confinement Under Sentence or 
While Awaiting Trial and Disposition of Case, if Trial Resulted in 
Conviction— data are obtained from morning report and from court- 
martial record. 
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c. Subheading (c) Unable to Perform Duty Through Intemperate 
Use of Drugs or Alcoholic Liquor or Through Disease or Injury the 
Result of His Own Misconduct — when a soldier's name is entered on 
the organization sick report, there is also an entry made stating whether 
or not the illness or injury was incurred in line of duty. An entry of 
the fact of sickness (injury) is also made in the morning report; and if 
the incapacity is not in line of duty, that fact is shown in the morning 
report entry also, A soldier unable to perform duty for any of the 
reasons stated under the heading above is not entitled to pay while 
unable to perform duty. The fact of such incapacity, together with 
the period during which he is unable to perform duty, is entered in the 
service record and is the subject of proper remarks on the pay roll. 

7 

TIME LOST PRIOR TO THE NORMAL DATE 
OF EXPIRATION OF TERM OF ENLIST- 
MENT TO BE MADE GOOD UNDER 107th 
ARTICLE OF WAR: 
(a) Absence without proper authority or in desertion. 



From 



To 



Days 



(6) Time actually in confinement under sentence or 
while awaiting trial and disposition of case, if trial 
resulted in conviction. 



From 


To 


Days 



























(c) Unable to perform duty through the intemperate use 
of drugs or alcoholic liquor or through disease or 
injury the result of his own misconduct. 



From 


To 


Days 















235. Absence subsequent to the normal date of expiration of 
term of enlistment. — The time which a soldier has lost under the 
provisions described above must be made good at the end of his enlist- 
ment. He is retained in the service until he has served the equivalent 
of the time lost. If, while he is serving this lost time, he is absent 
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without proper authority, the data concerning that absence are noted 
here in the service record. Upon return to military control, the soldier 
is then required to serve out the balance of his initial lost time plus 
that acquired by his subsequent absence. 

ABSENCE SUBSEQUENT TO THE NORMAL 
DATE OF EXPIRATION OF TERM OF 
ENLISTMENT 



From 


To 


Days 




















(b) Time actually in confinement under sentence or 
while awaiting trial and disposition of case, if trial 
resulted in conviction. 


From 


To 


Days 





















(c) Unable to perform duty through the intemperate use 
of drugs or alcoholic liquor or through disease or 



From 


To 


Days 





















236. Page 8, record of trials by courts martial. — This page and 
the part of page 9 devoted to entry of record of trials by courts martial 
is self-explanatory. The data are obtained from the courts-martial 
orders which normally are routed to the unit personnel section. The 
certification is normally made by the unit personnel officer. The 
data should also be entered as a remark in the morning report of the 
soldier's organization, thus providing the unit personnel officer with a 
check on courts-martial orders. A typical morning report entry is: 
"Pvt Doe dy to conft per SCMO 7 Hq 100th Inf 9/17/42. " 

237. Pages 9 and 10, class E allotments. — The subject of allot- 
ments is covered in section II of this chapter. Since allotments are 
processed by the unit personnel section, a normal procedure is to make 
necessary service record entries at the time the allotment form is 
completed. The data required are plainly indicated in this section 
of the service record. The entry is normally signed by the unit 
personnel officer. 
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8 CLASS E ALLOTMENTS 

RECORD OF TRIALS BY Class E allotments of pay authorized as follows: 

COURTS MARTIAL $ ^ month for months, commencing 

C M., A. W 19 19 and expiring _ ig 

(No.) (Date of offense) (Synopsis ' ' P B 9 " 

in favor of 



of specifications) 



for the purpose of . 



Sentence announced and adjudged , 19.. D iscontmued _ 19. , reason 

Sentence as approved W. D., A. G. O. Form No. 30, mailed to Finance 

Approved ,19.. 

I certify the above is correct. Officer, U. S. Army, Washington, D. C, 



(Name, grade, and organization) » by 

TT . , . . . \ . * . , . . (Name and grade of forwarding officer) 

Unexecuted portion of confinement and forfeiture 

remitted per. _. Acknowledgment of discontinuance received 

Released from confinement- , 19. . 

,19.. 

(Name, grade, and organization) 
c M A w >19 GOVERNMENT INSURANCE 

"(No.) (Date of offense) (Synopsis Deduction of pay for Government insurance author- 

--- - - ized as follows: 

of specifications) Class D insurance deduction of $ per month 

Sentence" announced and" adju^ for montns > commencing , 

Sentence as approved _ _ 19_ . , and expiring , 19. . for payment of 

~m"1L" . A PP rov * d » 19 -- monthly premium on $ Discontinued 

I certify the above is correct. 

, 19__ reason W. D., 

(Name," "grade; "and organization) A * °- °- Form No - 30 ' mailed to Veterans' Ad- 
Unexecuted portion of confinement and forfeiture ministration, Washington, D. C, on 

remitted per 1 1Q . 

Released from confinement , 19. _ " " (Name and "grade of foVwarding officer) 

(Name, grade, and organization) ~~ " 

. ■ — — Deduction of pay for Government insurance author- 

CM., A. W. _ ,19 ized as follows: 

(No.) (Date of offense) (Synopsis Class D insurance deduction of $ per month 



of specifications) for months, commencing . 



Sentence announced and adjudged , 19_ _ W- - > and expiring , 19_ for payment of 

Sentence as approved _ 

Approved _ _.,19__ monthly premium on $ Discontinued 

I certify the above is correct. 

,19.. reason W. D., 

(Name," "grade", "and "organize A - °- °- Form No - 30 > mailed to Veterans' Ad- 

Unexecuted portion of confinement and forfeiture 

remitted per ministration, Washington, D. C, on , 

Released from confinement ,19.. 

19.. by 

(Name, grade, and organization) (Name and grade of forwarding officer) 



CM., A. W ,19 ^ J . 

No.) (Date of offense) (SynoDsis Deduction of pay for Government insurance author- 

ized as follows: 

" of s^cifications) " Class D insurance deduction of $ per month 

----- - _ for months, commencing _ _ , 

Sentence announced and adjudged , 19__ 

Sentence as approved 19. _ , and expiring . , 19. . for payment of 

Approved _ 19_. 

I certify the above is correct. monthly premium on $._ Discontinued 

Unexecuted v^V^JSf'STS^ JLO:6!Vi^W^ii"ySSJ'& 

remitted per ._ ministration, Washington, D. C, on 

Released from confinement ,19 

19.. by 

(Name, grade, and organization) (Name and grade of forwarding officer) 
, 3 — 6355 
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238. Government insurance, — Paragraph 237 applies equally to 
entries to be made under the heading Government Insurance. If 
the soldier takes out National Service Life Insurance, the letter "D" 
is crossed out of the printed matter and the letter "N" substituted; 
the words "Government insurance" will be blocked out and the words 
"National Service Life Insurance" inserted. If no insurance is desired 
a statement to that effect will be entered on the first line, diagonally 
across the blank space under Government Insurance in red ink and 
signed by the soldier and initialed by the personnel officer. 



11 

DEPOSITS 



Date 


Amount 


Total 
amount 


Name and grade of finance officer 
accepting deposit 


Initials 




Dol. 


Ct. 


Dol. 


Ct. 



















and /100 Dollars. 



and /100 Dollars. 



and /100 Dollars. 



and ,/100 Dollars. 



and /100 Dollars. 



and /100 Dollars. 



and /100 Dollars. 



and -/100 Dollars. 



and /100 Dollars. 



and /100 Dollars. 



239. Page 11, deposits. — When a soldier makes a deposit, as 
described in section II, it is the duty of the organization commander, 
or agent officer who pays the organization and who receives soldier's 
deposits, to furnish the unit personnel officer with the necessary data 

m 
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for entry on page 11 of the service record. This is usually accom- 
plished by sending the unit personnel officer a certified true copy of 
the soldier's deposit book showing the deposits made. From such 
data the unit personnel officer makes entry in the service record. On 
the top line is entered the amount of the current deposit, and on the 
second line the total amount of money the soldier has on deposit, 
written out in words for whole dollars and figures for amounts less 
than 1 dollar, as "Twenty-five and 50/100." 

12 

CLOTHING ACCOUNT 

CLOTHING DRAWN 



Date of issue 


Money 
value 
clothing 


Initials 


Date of issue 


Money 
value 
clothing 


Initials 



































































































































































GRATUITOUS ISSUE OF CLOTHING 



CLOTHING SETTLEMENTS 



Date 


Due soldier 


Due United States 


Roll on which 
collected 


Initials* 































PAT DETAINED BT COURTS MARTIAL ENTERED ON PAT ROLL 



Month 


Amount 


Vou. 
No. 


Name and grade of 
finance officer 


Accounts 
for 


Dol. 


Ct. 


— - > M— - 










,19-— 












— ,19 — 












,19—- 
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240- Pay detained by courts martial entered on pay roll. — A 

court martial may include in its sentence a prescription that a given 
amount of the pay of an enlisted man be detained. (See sec. II, this 
chapter.) When such detention has been entered on the pay roll, the 
fact of such entry, together with the data indicated in this section of 
the service record, is entered therein. A typical entrv might be: 
"Aug 1942— 10.00— 1056— Cap t Martin C. Woodring— 8/42." 

241. Page 12, clothing account.— Since the monetary clothing 
accounts of enlisted men are suspended during the current emergency, 
no entry need be made on this page. (See sec. II, this chapter.) 



Under this heading will be shown all financial matters not 
entered elsewhere such as stoppages for loss of or damage 
to Gorernment property, amounts due on account of partial 
payments, overpayments , etc. 

Enlistment allowance of $ 

for the grade of. 

paid by.. 

on ,19 

Entitled to travel pay to 

(Place at which accepted for previous enlistment) 



Received no travel pay upon discharge on 

__ _ _ , 19 to reenlist 



242. Pages 13 and 14, remarks — financial. — a. Under this 
heading will be shown all financial matters not entered elsewhere, such 
as stoppages for loss of or damage to Government property, amounts 
due on account of partial payments, overpayments, etc. For typical 
entries see service record of Michael J. Kelsey (fig. 46) and model pay 
roll (fig. 27). Data for these entries are obtained from statements of 
charges, reports of survey, and from data furnished by the organiza- 
tion commander. Every time a soldier is paid, the fact of payment 
is also entered on this page, in the column headed Roll on Which Col- 
lected. This entry is made ajter the pav roll is returned by the organ- 
ization commander or agent officer to the unit personnel officer, and 

489313°— 42 12 177 



REMARKS — Financial 



Date 



Description and amount due U.S. 
or soldier 



Roll on 
which 
collected 
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is usually noted in this manner: "Pd 8/31/42." On this page, also, is 
entered (at the reception center or by the unit personnel officer at the 
soldier's first station) the point to which he is entitled to receive travel 
pay upon separation. If the soldier receives an enlistment allowance, 
that fact is also entered. If he is sick not in line of duty and receives 
the $5.00 monthly allowance for personal expenses, the fact, date, 
and amount of such payment are entered on this page as additional pay. 

b. Under the Pay Reservation Plan for the Purchase of Defense 
Savings Bonds, a soldier (also officers, Army nurses, and warrant 
officers) may purchase Defense Savings Bonds on the installment 
plan, by having money reserved and deducted from his pay in any 
amounts in multiples of $1.25. (See Cir. No. 215, W. D., 1942.) The 
soldier authorizes such reservation on W. D. Form 29-5, which is 
made in quadruplicate; the original and first copy are sent direct to 
the Chief of Finance, Defense Bond Division, New Armory, 19th 
and A Sts. NE., Washington, D. C; the triplicate copy is retained 
by the unit personnel officer, and the quadruplicate copy by the soldier, 
who is called the " subscriber.' ' When a soldier subscribes for Defense 
Savings Bonds under this plan and executes W. D. Form 29-5, the 
unit personnel officer will make entry in the service record under 
Remarks — Financial, substantially as follows: "Class A pay reserva- 
tion $ per month from 19 " If the soldier dis- 
continues the pay reservation, a remark will be entered in the service 
record, under Remarks — Financial, as follows: "Class A pay reserva- 
tion $ per month from 19 discontinued." 

c. When an enlisted man is retained in service after the date of 
expiration of enlistment for the purpose of treatment for a disease 
or injury whether in line of duty or not in, line of duty, a reference to 
Remarks — Financial will be made on page 7 under the heading 
Absence Subsequent to Normal Date of Expiration of Term of Enlist- 
ment and the following entry under Remarks — Financial will be made: 
"Retained in service for treatment from to " 

15 

REMARKS — Administrative 

Under this heading will be shown all administrative matter 
not shown elsewhere and not of a character authorizing pay. 
Show wounds, battles, engagements, etc., and such other 
entries not set forth elsewhere as may be required to make 
soldier's record complete. 
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243. Page 16, remarks — administrative. — a. Under this head- 
ing, the personnel officer of the induction station (or the officer opening 
the service record) enters the remark: "Period of service of selectee 
governed by Service Extension Ac % t of 1941," followed by officer's 
initials. The next entry on this page will be a statement of the 
soldier's religious preference or a statement that he does not care to 
state a preference. (See Cir. No. 150, W. D., 1942.) All adminis- 
trative matters not shown elsewhere and not affecting pay will be 
entered on this page. Show also: wounds; injuries; campaign badges, 
with character of badge issued, its number, and the service for which 
granted; qualification in arms which does not carry additional pay; 
change in insurance beneficiary, if made; dates of arrest by civil 
authorities, nature and date of commission of offense, etc.; dates of 
return from foreign service; record of prescription of spectacles; 
record of motor vehicle driver and mechanic award ; change in marital 
status with date; "favorably" or " unfavorably" considered for award 
of Good Conduct Medal to be entered in case of transfer; "not recom- 
mended" for Good Conduct Medal in appropriate cases upon dis- 
charge. Regular Army Reservists must have entry here showing 
date soldier reported for duty. 

6. Commanding officers will bring to the attention of noncitizens 
who are members of their commands the pertinent portions of Circular 
No. 120, War Department, 1942, concerning naturalization, and the 
fact that such has been done will be shown under Remarks — Adminis- 
trative in the service record. 

c. The fact that the soldier has been issued the Soldier's Handbook, 
(FM 21-100), with the date of issue and the initials of the personnel 
officer, will be entered under Remarks — Administrative. 

d. The amendments to the National Service Life Insurance Act will 
be explained to all enlisted men at reception centers or in organizations 
as set forth in Circular No. 7, War Department, 1942. The fact that 
this has been done will be shown under Remarks — Administrative. 

244. Pages 16 to 22 inclusive, indorsements. — a. Whenever a 
soldier is transferred, placed on detached service, deserts, or is dis- 
charged, his service record will be indorsed. When he is transferred, 
it will be indorsed to the commanding officer of the organization to 
which transferred, and forwarded to him. When he is placed on 
detached service, it will be indorsed to the commander of the organiza- 
tion with which the soldier is placed on detached service. It will not 
he indorsed when a soldier is merely attached to another organiza- 
tion for rations or quarters, or both. When a soldier is transferred the 
indorsement will show in the spaces provided the authority for such 
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transfer, that is, the special order and headquarters issuing order, with 
order number, paragraph number, and date. 

16 

INDORSEMENTS 

These indorsements are filled oat in all cases when a soldier 
deserts or is transferred from one company or detachment to 
another company or detachment and in all changes of station 
except with an organisation. 

These indorsements will not be used when a soldier is only 
attached to another organization for either rations or quarters 
or both. 

1st Ind. 



.._ _ ,19.... 

To 

This soldier was transferred to - 

per _ 

and left this organization - , 19 

He was last paid to include , 19 

({fame and grade of finance officer or agent officer, if any) 
Due United States ; if nothing , so state 



•Due soldier at date of 

This soldier nQt a Class E allotment running which has 

been deducted from his pay to include ,19 

This soldier has authorized a Class D deduction for Govern- 
ment insurance which has been deducted from his pay to 
include , 19 

His character is 

Efficiency rating as soldier 

I hare personally verified all entries in this indorsement. 

(Name) 
(Grade and organization) 
This soldier reported ,19 

*Here enter any amounts due soldier and not paid to date, 
such as monetary allowance in lieu'of quarters and subsist- 
ence: if nothing, so state. 

tStrike out words not applicable. 

b. The first line of the indorsement will contain the headquarters, 
name, and location of the regiment or separate battalion which exer- 
cises administrative control over the company or detachment to which 
the soldier is at present assigned or attached, together with the date. 
It will be addressed to the commander of the organization to which 
the soldier is being transferred. The fact of transfer and the author- 
ity therefor will be stated, and the date the soldier left the organization 
from which he is being transferred. The indorsement will show the 
date to which the soldier was last paid, and the name and grade of 
the disbursing officer on whose accounts he was paid. It will show 
any amount of money due by the soldier to the United States, together 
with the item or appropriation to which repayment should be credited; 
debts due Government instrumentalities; pay due soldier; his allot- 
ments, and the date to which such allotments have been deducted. 
The soldier's character and efficiency rating will be shown in ink and 
will be initialed by the company or detachment commander. All 
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FINAL INDORSEMENT 



(Company or detachment) 

- — — 



To The Adjutant General: 



(Last (First (Middle (Army 

name) name) initial) serial No.) 



(Grade) (Organization) 
was separated from the service by reason of 

__ on 



(Date) 



at authority 

(Place) 

Retained in service days to make good time lost (A. 

W. 107). 

Absent from duty days subsequent to normal date of 

expiration of term of enlistment. 

Retained in service days for convenience of the Gov- 
ernment on account of 

His character is ___ ___ 

Efficiency rating as soldier 



•Final statement furnished. *Paid on final pay roll. 
'Discharge certificate furnished, W. D. , A. G. 0. Form No. 
' 55 , 66 , 57. 

Due United States; if nothing, so state 



fDue soldier at date of. 



Address furnished for future references: 

(Number and street or rural route) 

(City, town, or post office) (State or country) 
Signature of soldier : 

I have verified the foregoing entries. 

Name signed 

Name typed or printed 

(Grade and organization) 



•Strike out words and figures not applicable. 

fHere enter any amounts due soldier and not paid to date, 
such as monetary allowance in lieu of quarters and subsist- 
ence; if nothing, so state. 
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entries in the indorsement will be verified by the unit personnel officer, 
who will sign the indorsement. Upon the soldier's reporting to his 
new station, the personnel officer of the new command will enter the 
date he reports on the bottom of the indorsement. For a model of 
an indorsement covering a transfer, see figure 46. 

245. Page 23, final indorsement. — When an enlisted man is 
discharged or dies, his service record is closed by final indorsement 
and forwarded to The Adjutant General. The indorsement form 
itself and AR 345-125 will explain fully how this final indorsement 
is to be made in the several types of separation. 

246. Page 24. — On the first line, in the column headed Initials the 
officer who made the entry on page 15 will place his initials; and in 
the column headed Name, Grade, and Organization, he will type or 
print his name, grade, and organization. Each officer initialing an 
entry in the service record at any time should identify his initials in 
similar manner on page 24. 



247. Miscellaneous service record matters. — a. Upon receipt of 
a service record at a post, camp, station, or regimental or separate 
battalion headquarters, the personnel officer will send it to the com- 
manding officer of the company or detachment to which the soldier 
is assigned or attached, in order that his immediate commanding officer 
may abstract from the service record such information and data as 
may be desired. The service record will then be returned to the unit 
personnel section, where the personnel officer will complete the indorse- 
ment assigning the soldier to his company or detachment, and will 
make such other entries as may be pertinent at that time. The serv- 
ice record remains in the custody of the unit personnel officer, who 
causes entries to be made, and who initials such entries from time to 
time as may be necessary. 

b. When an enlisted man is transferred, his service record is sent to 
the commanding officer of his new station in a sealed envelope. It is 
sent by mail if the enlisted man is transferred alone; but if transferred 
as a member of a group, the service records of all men of the group 
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Initials 



Name, grade, and organization 
(Typewritten or printed) 
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carefuUy sealed in an envelope, are sent in custody of the senior 
noncommissioned officer or soldier of the group. 

c. The final resting place of all service records is the War Department. 
After service records are closed and final indorsements made, they 
will be forwarded to The Adjutant General. 

d. For instructions covering lost service records, action in case of 
general prisoners dishonorably discharged and prisoners honorably 
restored to duty, and requirements regarding extracts of service 
records, see AR 345-1 25. 



248. General provisions. — a. No man enlists in the Army solely 
to accumulate a fortune. On the contrary, many men, especially 
selective service trainees, make a real financial sacrifice in order to 
serve their country in the armed forces. Pay and allowances are 
therefore of major importance to every man in the Army. The 
prompt payment of amounts due and the prompt and equitable 
administration of the regulations governing additional pay and allow- 
ances, deductions, forfeitures, and stoppages are of paramount im- 
portance in maintaining high morale in any organization. 

b. It is a responsibility of the unit personnel officer to see that all 
records and document 4 * necessary for the prompt payment of all men 
of the command are correctly prepared and submitted to the disburs- 
ing officer in ample time to permit the payment of all organizations 
on the last day of the month. It is a responsibility of the company 
commander to see that all pertinent data affecting the pay and allow- 
ances of his men are furnished to the unit personnel section in ample 
time to permit entry on current pay rolls or other documents. 

c. Before going into a detailed description of the mechanics of pre- 
paring pay rolls and other documents having to do with any phase of 
pay and allowances, a general discussion is pertinent. In this manual, 
whenever the term enlisted men is used, it applies to all enlisted men, 
regardless of component or source. In those few cases where a pro- 
vision applies only to enlisted men of the Regular Army or other 
component, that fact, is specifically stated. 

249. When paid. — Troops will be paid every month unless circum- 
stances prevent; in which case, the disbursing officer charged with the 
payment will promptly report the fact of nonpayment and the reasons 
to the Chief of Finance. Payment will be made at the end of the 
month, or as soon thereafter as practicable. Arrears of pay shall at 
no time exceed 2 months, unless circumstances render further arrears 
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unavoidable. Troops at posts, camps, and stations, or in the field, 
will be paid in person by disbursing officers or their agent officers 
assigned to such duty by proper authority. At places beyond the 
limits of express delivery, the commanding officer will furnish the 
necessary transportation and escort for the disbursing officer or agent 
officer designated to make payment to the troops at such place. At 
such places where checks may be negotiated and it is impracticable 
for payments to be made in person, payments may be made by 
individual checks. (See AR 35-1320 and AR 35-2320.) 

250. How paid. — Enlisted men are usually paid on War Depart- 
ment Forms, No. 366 (Public Voucher— Pay Roll of Enlisted Men), 
No. 366a (Public Vouchee— Pay Roll (inside sheet)), and No. 366b 
(Change List). These pay rolls are employed for the regular monthly 
payment of a command and are referred to as the organization pay 
roll. The same forms are used for the supplemental pay roll, which 
is what its name implies, and which is used to pay groups of men 
who were not paid on the regular organization pay roll. The forms 
are also used for partial payment rolls; and in some cases they may 
•be used for final pay rolls, as when a number of men of one organiza- 
tion are to be discharged at the same time. An enlisted man on duty 
at a place where no officer is available to prepare a pay roll will be 
paid on War Department Forms Nos. 366 and 366a (Public Voucher- 
Pay Roll of Enlisted Men) prepared by the officer having custody of 
the enlisted man's service record. Enlisted men may also be paid on 
Forms Nos. 366, 366a, and 366b when their names do not appear on 
the regular organization pay roll. Although no Army Regulations 
specifically cover the use of this form, it is generally used to pay the 
$5.00 per month allowance given men who are sick in hospital on a 
nonpay status, for men who -join the organization by transfer after 
the submission of the regular organization pay roll, and for men 
returning from furlough or going on or returning from detached 
service after the regular payment of the command. Individual 
enlisted men, upon discharge, are paid on Final Statement War 
Department Form No. 370 (Public Voucher — Final Statement of 
Account of Soldier). The preparation of all these forms is discussed 
in section III, this chapter. 

251. Rates of pay. — a. The basic rates of pay are established by 
the Temporary Pay Readjustment Act of i942, which is effective from 
June 1, 1942, until 1 year after the close of any war in which the 
United States was engaged on February 16, 1942. These rates, for 
enlisted men, are given in the following table: 
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PAY TABLE— ENLISTED MEN— MONTHLY RATES 



Grade 



First. 

Second- 
Third. _ 

Fourth. 

Fifth- - 

Sixth- _ 
Seventh 



Rank 



Master sergeant and first ser- 
geant. 

Technical sergeant 

Staff sergeant and technician 

third grade. 
Sergeant and technician fourth 

grade. 

Corporal and technician fifth 
grade. 

Private first class 

Private (basic) 



Monthly 
pay 



$138. 00 

114. 00 
96. 00 

7a 00 

66. 00 

54. 00 
50. 00 



20 percent 
additional while 
on foreign 
service 



$27. 60 

22. 80 
19. 20 

15. 60 

13. 20 

10. 80 
10. 00 



Total 



$165. 60 

136. 80 
115. 20 

93. 60 

79. 20 

64. 80 
60. 00 



b. The Temporary Pay Readjustment Act of 1942 also provides that 
for every 3 years of service, not exceeding 30 years service, base pay 
of each grade will be increased by 5 percent, and that active Federal 
service in any of the services mentioned in the act (Regular Army, 
Navy, Marine Corps, Coast Guard, or the Reserve components there- 
of; service in the active National Guard of the several States, Terri- 
tories, and the District of Columbia; service in the Enlisted Reserve 
Corps of the Army, the Naval Reserve, the Marine Corps Reserve, and 
the Coast Guard Reserve) will be counted. 

c. The act also provides that an enlisted man of the first three 
grades having a dependent may be paid the monthly allowance for 
quarters authorized by law ($1.15 per day) if not furnished quarters 
in kind, or if, because of competent orders, his dependent cannot 
occupy with him the Government quarters assigned him. This 
provision is applicable to enlisted men on foreign or insular stations, 
such as Hawaii, Puerto Rico, Panama, and Alaska, where, during 
the period of the war, dependents are not allowed to accompany 
enlisted men or to remain with them. 

d. The provisions for commutation of rations and quarters while in 
travel or detention status, as heretofore provided by laws and regu- 
lations, continue in force. These are explained elsewhere in this 
manual. 

252. Additional pay and allowances. — Enlisted men may receive 
additional compensation over and above the base pay of their grades 
(including longevity pay as explained in par. 2736) for reasons out- 
lined below. Unit personnel officers and company commanders in 
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checking the computations of pay as entered on pay rolls by disbursing 
officers should check each man's record against the items listed below 
to assure that all men of the company draw all pay to which they may 
be entitled 

a. Additional pay for honors and awards. — AR 35-1500 quoting the 
pertinent statutes, provides that: "Each enlisted man of the Army to 
whom there has been or shall be awarded a medal of honor, a dis- 
tinguished-service cross, or a distinguished-service medal shall, for 
each such award, be entitled to additional pay at the rate of $2 per 
month from the date of the distinguished act or service on which the 
award is based, and each bar, or other suitable device, in lieu of a 
medal of honor, a distinguished-service cross, or a distinguished- 
service medal, as hereinafter provided for, shall entitle him to further 
additional pay at the rate of $2 per month from the date of the 
distinguished act of service for which the bar is awarded; and said 
additional pay shall continue throughout his active service, whether 
such service shall or shall not be continuous; but when the award is 
in lieu of a certificate of merit, * * * the additional pay shall 
begin with the date of the award. " An amendment to the law grants 
the same additional pay to holders of the distinguished flying cross or 
the soldier's medal. Proper remarks to make on the pay roll when 
an enlisted man is entitled to the additional pay under the regulation 
quoted above will be found in section III. Source of information is 
page 6 of service record. 

b. Additional pay for parachute and flying duty. — Additional pay 
in the amount of 50 percent of the base and longevity pay, including 
pay for distinguished service awards, will be given enlisted men re- 
quired by competent orders to participate regularly and frequently in 
aerial flights. (AR 35-1480.) The same increase in pay is granted 
enlisted men who are parachutists, or are undergoing training for 
rating as parachutists. (AR 35-1495.) The conditions under which 
such additional pay may be paid are fully set forth in AR 35-1480. 
Standard Form No. 1051 (Flight Certificate and Schedule) will be 
submitted with the individual voucher of enlisted men who are paid 
on individual voucher; and Standard Form No. 1051a (Flight Cer- 
tificate and Schedule (Enlisted Men)) will accompany each pay rollon 
which a number of enlisted men are to be paid regular pay of their 
grade, plus the additional flying pay. Source of information is page 
5 of service record — military qualifications. 

c. Additional pay for foreign service. — See table in paragraph 251a. 
253. Pay of aviation cadets. — The base pay of aviation cadets is 

$75 per month including the extra pay for flying risks as provided by 
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law. Aviation cadets also receive a ration allowance not to exceed 
$1 per day, and their other allowances are those of a private first 
class. This subject is covered in AR 35-2580. 

254. Travel pay. — a. An enlisted man discharged from the Army, 
except for punishment for an offense, is entitled to travel pay at the 
rate of 5 cents per mile for the official distance from the place .of dis- 
charge to the place of his acceptance for enlistment, enrollment, or 
muster into the service. The source of information is page 13 of 
service record. In the case of selective service trainees, the travel 
pay is paid to the location of the local board to which they reported 
for transportation to an induction station. (See AR 35-2560, AR 
35-4890, and AR 170-10.) 

b. Enlisted men traveling on duty may be authorized to perform 
such travel by privately owned conveyance under certain conditions 
to be determined by the officer ordering such travel and may, under 
conditions set forth in AR 35-4540, be reimbursed for such travel at 
the rate of 3 cents per mile. For travel by commercial aircraft, 
actual expenses not to exceed $8 per day, or a per diem allowance of 
$6 per day is authorized (AR 35-4540). Where reimbursement is 
made on the basis of actual expenses, the traveler must secure a receipt 
for every expenditure for which reimbursement is to be claimed, and 
must submit such receipt as a subvoucher to his expense voucher. 

255. Enlistment allowance. — Section 9, Act of June 10, 1922, as 
promulgated to the service in AR 35-2420, provides for the pay- 
ment of an enlistment allowance of $50 multiplied by the number of 
years of service in the enlistment from which discharged for an 
enlisted man of the first three grades who reenlists within a period of 
3 months after discharge. For all other grades the allowance is $25, 
multiplied by years of service. The conditions under which such 
allowances may be paid, and how they are paid, are fully covered in 
the regulation cited. The source of information is page 13, service 
record. The payment of this allowance is suspended for the duration 
of the war. 

256. Monetary allowance in lieu of rations and quarters. — To 

each enlisted man not furnished with quarters or rations in kind, 
there shall be granted, under such regulations as the President may 
prescribe, an allowance for quarters and subsistence, the value of 
which shall depend on the conditions under which the duty of the 
man is being performed, and shall not exceed $4 per day (AR 35- 
4520). This applies to enlisted men in a travel status where it is 
impracticable for the Government to furnish cooking facilities or 
rations in kind, or quarters in kind. An example of when the mone- 
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taiy allowance in lieu of rations and quarters as prescribed in AR 
35-4520 may be paid is when an enlisted man is traveling on official 
orders from one station to another — alone or in a small group — where 
no Government facilities are available for furnishing rations or quar- 
ters. The conditions under which this allowance may be paid, the 
rates under varying conditions, authority to order payment, and other 
details are fully covered in AR 35-4520. Monetary allowances in 
lieu of quarters and rations are also payable to enlisted men who are 
on duty away from posts and stations at which messing facilities are 
available; for example, enlisted men on duty at recruiting stations. 
Current special orders are the source of information for this subject. 

257. Commutation of quarters for enlisted men of first 
three grades. — Enlisted men of the first three grades who have 
dependents, as defined in section 3 of the Temporary Pay Readjust- 
ment Act of 1942 (lawful wife, children or stepchildren under 21 
years of age, or dependent father or mother) are entitled to commuta- 
tion of quarters at the rate of $1.15 per day, where Government 
quarters are not furnished. (See par. 251c.) 

258. Men authorized to mess separately. — It is the general 
practice to permit married noncommissioned officers and privates to 
mess away from their organization messes, and to allow them to 
draw in money at the end of the month the monetary value of the 
garrison ration plus 10 percent. This would also apply in the case 
of a noncommissioned officer to whom has been furnished quarters 
for his family on the post, or to a noncommissioned officer living off 
the post with his family. 

259. Commutation of rations for men on furlough. — Men on 
furlough are entitled to commutation of rations for the time on fur- 
lough. The commutation value of the ration for furlough purposes is 
published annually by the War Department in general orders, circu- 
lars, or bulletins and is generally the value of the garrison ration for 
the period. Source of information: furlough itself, morning report, 
and service record. 

260. Gratuities. — a. Section I of the Act of December 17, 1919 
provides for the payment of a gratuity equal to 6 months' pay for 
officers, warrant officers, and enlisted men upon death while in the 
service. Regulations governing the conditions and methods of pay- 
ment of this gratuity are published in AR 35-1540. 

b. A gratuity is also paid any person in the military service who is 
sick in hospital under the provisions of AR 35-1440 and not in line 
of duty. Any officer, warrant officer, or enlisted man who loses more 
than 1 day of duty under AR 35-1440 forfeits all pay (but not allow- 
ances) for the time so lost. However, if the soldier is sick in hospital 
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not in line of duty for more than 1 month he will be paid a gratuity 
of $5.00 for each full month for personal expenses. A month is the 
period from a date in 1 month to the next preceding date in the fol- 
lowing . month, both dates inclusive. Example of morning report 
entry: Sick in hospital, AR 35-1440, June 10-July 19, incl. 

261. Allowances. — The Servicemen's Dependents Allowance Act 
of 1942 provides for the payment of monthly Government allowances 
to dependents of enlisted men, in the amounts and under the condi- 
tions listed below: 

a. To enlisted men fourth to seventh grades the Government allows 
$28.00 a month for a dependent wife; $40.00 a month for wife and one 
child; $20.00 a month for a child and no wife; and $10.00 a month for 
each additional child; and $20.00 a month to a former wife, now 
divorced, who is allowed alimony by the divorce decree. These are 
known as class A allowances. 

b. Class B allowances: For parent (including grandparent), grand- 
child, brother, or sister who is dependent upon the soldier for a sub- 
stantial portion of his or her support; $15.00 for one parent, $25.00 
for two parents, $5.00 for each grandchild, brother or sister; but not 
more than $50.00 in the aggregate for class B. 

c. Class A allowances require a deduction of $22.00 a month from 
the soldier's pay. Class B allowances are optional with the soldier, 
but if the Government allowance is claimed, the soldier must allot 
$22.00 a month of his pay. If both a class A and a class B allowance 
are claimed, the soldier must allot $27.00 a month of his pay. 

d. Allowances under this act may accrue from June 1, 1942. In 
order that the allowances may accrue, it is essential that the soldier's 
allotments for this purpose begin on June 1, 1942. Men who were in 
the service on June 1, or who enter the service after June 1, and who 
intend to apply for the allowances, must make the soldier's contribu- 
tion ($22.00 or $27.00 a month), beginning with their June pay, or 
with the pay of the first month after their induction or entry into the 
service. In the event of subsequent disapproval of applications for 
payment, refunds of deduction will be made. Applications are made 
on W. D., A. G. O. Form No. 625 (Application for Family Allow- 
ances) (see fig. 24) when an enlisted man signifies his intention to 
make such a deduction, or when the application is filed by or on be- 
half of a person entitled to receive payments under the Servicemen's 
Dependents Allowance Act of 1942. 

262. Voluntary allotments of pay will be discontinued or adjusted 
where necessary so as to insure that soldier's pay, exclusive of pos- 
sible court-martial forfeitures, will be sufficient to meet his contribu- 
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De Ml write m CkU m«m 
APPLICATION NUMBE1 



ADJUTANT GENERAL S DEPARTMENT 
WAR DEPARTMENT 



X- 



APPLICATION FOR FAMILY ALLOWANCES 

Dtps ae'sa rs AlMMcf Act ef 1942) 



DMt.AfiffiSSL.JL 1*4.2 

I. (a) Soldier Hoger Grovel J^jJ^A 

154 ilain Street [/...i^bertonji^Ohio^^^^ 



I hereby apply for the family allowances authorised by law for the following-named relatives and/or dependents who are related 
•to me in the manner stated in paragraphs II and III below. 



I. (6) This Sfacb Must ALSO as Filled in When Application is Maps bt a Person Other tbam tbb Soloieb. 



(Address) hereby apply for the family 

<N<Mahofa*4«uooto*R r. P > <CUr *r Low.) (Stela* 

allowances authorised by law for the following-named relatives and/or dependents o£*lhe 
paragraph I above, to whom this application pertains. /si // 



CLASS A 

II. U* til (1). m <C). ktssr sib sns)«4 to ste sisssi « slil sq^ (ff. Kt^. 0111 



• ^"» fascists*.) 



Km 






Dm 


orfhto 


■ of 




(MUdW 


■aaafcor ud wwi •rSj^Pyp. \ 




State 




Ma. 


Da, 




1 Dean Kor/na 


Elizabeth 


154 t-'Aim strggO: 


iarberton 


Ohio 


W 








a Dprin Norma . 


Jean 


.l^.ii^ 


^r.ejet....i 






C. 










4. . 


































Date and place of marriage to present wife ..^AEfikV^.,..!.^ 


^-.iOur.<aa*...Qhift 













Date and place of marriage to divorced wife . 
Amount of monthly alimony or support paymep 

child living separate and apart, $ 

Date alimony or support payment ceases . 



Date of divorce ... 



court order or legal agreement for former wife divorced, or wife and/or 
.., 194... Name and location of court „ _ 



III. List below the father, mother, 
parentis, brother, sister, hall 
who are dependent upon the 
in the name column.) 




CLASS B DEPENDENTS 



grandmother, stepfather, stepmother, either of husband or wife, person in loco 
If sister, stepbrother, stepsister, adopted brother, adopted sister, grandchildren, 
substantial portion of their support. (If there are none in Class B, write "None" 





x Kan* 


AMrim 




Data of birth of 


Dagwa 

of <U- 


la faiaftV 
aaWaaea 


(Laatt <rirat) (MMdlt) 


NiKhtr aitd ttraat o» 

r. r. o 


City. to»a. or 
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State 




Ma. 


Oar 


Yaar 




UMHaai* 
jraaorao) 


6. . 






















7. 
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fi. 


I .'one 



























IV. Enter on the lines below the full 
payable. 



I address of the person or persons to whom the 
Make checks payable to — 



check or checks is or are to be made 



Payovrnli eovcria* Una 
aumbm id paraarapbt 
II >od III Mbo«« 


Nam 




Nunbar aad Mroat or R. P. D. 


Cky. tow*, or pmmt oSfea 


Stat* 


Line 1, See.; 


:i..,,Ar.9..R9^er.,C>....Dean 


l^.^ftin-.^rgeti 


...ferberfeop 


.0M.O. 



























Note.— Initiated by the enlisted man, or by a dependent of the enlisted man if he fails or refuses to apply. 
Copy marked "Original" to Allowance and Allotment Branch, Building Y, 20th and B Streets NE., Wash- 
ington, D. C; copy marked "Official Copy" to be placed in service record; copy marked "Applicant's 
Copy" to be given to applicant. If dependent initiates request, unit personnel officer accomplishes para- 
graph I a and forwards to dependent making recfuest who completes application and mails all three copies to 
the above address. If claim is allowed by Allowance and Allotment Branch, Official Copy will be for- 
warded to unit personnel officer who will place it in the soldier's service record. Upon discontinuance for 
any reason, the Official Copy is removed from the service record and placed in the soldier's 201 file. 

®Front. 

Figure 24. 
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Members or Immediate family now serving In too military or naval service 

V. The following. named members of (my) (the soldier's) immediate family are now serving ss soldiers, sailors, marines, 
guardsmen (not officers) in the military or naval service. 



Hmm» 


II— m m**t,m 


(4**ofy Af».r. N»ty 
Hh««C«ii.mCmm 




Am 


(LmU (PlnO (MUdfc) 


hvmAm* u<l »Utml or 

s. r. d. 


Crtjr, t**B. i |M aAc* 


Stela 


None 























































VI. I hereby swear or affirm that all the foregoing statements are correct and that every member of Claw D for whom I claim the 
family allowance Is dependent, to the degree indicated, up 



support 



upon the soldier whose name appears in paragraph I above, for 



Subscribed and sworn to before mo this Xst day 

tf allgll&t ..... m.Z •* -- 





THIS SPACE TO BE USED BY ARMY ORGANIZATIONS ' 

TO THE r " 



1 SI fr.h Jnfant.ry ^ l)Ainp 

To: Allowance and Allotment Branch, Building Y, 
1. Grade of soldier as shown on the application 
' 2. Any voluntary allotments now in force 
to the Finance Officer, U. 8. Army, of the n< 
for the deduction required for the soldier's 
court-martial forfeitures, at least $10 per 

3. Proper notations have been mi 
deductions will begin with the first mi 
on June 1, 1942, and who filed applieat 

4. The official copy of this 

5. The soldier has been 
certificate, court decrees of 
illegitimate children, legal I 
interested parties attesting _ 
Building Y, 20th and B Streets* 
of allowance will be stopped. 



AU L -USt..l , lUTL. 

[hingtolOp. C. 

istment or induction ..}t&X..X , 19^ 

n discontinued or adjusted, by submission 
t monthly pay is due the soldier to provide 
wances and still leave him, exclusive of possible 

d dff pay rolls to insure that appropriate monthly 
except that for applicants who were in the service 
mane beginning with the month of June 1942. 
withdrawn and filed with the soldier's service record, 
supporting papers consisting of certified copies of marriage 
es of children, written acknowledgments of parenthood of 
pen; and for Class B dependents the affidavits of two dis- 
it be submitted to the Allowance and Allotment Branch, 
f! mp^^rs from date of fiJingSjpplical^on^ot^erwisc payment 

I^LUi B. IU7T21 
.Captain r . .ItifeintLV. 




Personnel Officer. 



THIS SPACE TO BE USED BY THE WAR DEPARTMENT TRANSMITTING COPY OF AN APPLICATION SUBMITTED 
BY OR FOR A DEPENDENT OR RELATIVE TO THE SOLDIER'S ORGANIZATION 

Allowance and Allotment Branch, WAR DEPARTMENT, Washington, D. C. , 194... 

To: _ „ 

1. Family allowances under the Servicemen's Dependents Act of 1942 has been authorized for the persons shown in 
paragraphs II and III on the reverse side of this form. 

2. Monthly deductions of ($22), ($27), ($ ) must be made on the pay roll starting with the month of 

194... 

3. The "official copy" of the application is to be filed with the soldier's service record. 
By oaosa or m Szcbktary or War: 



Adjutant General. 



®Back. 
Figure 24.— Continued. 
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tion deduction and permit him to have a credit of at least $10 a month 
on pay day. In cases where a soldier in grades four to seven, inclu- 
sive, has a class E allotment for the support of a dependent and can- 
cellation of that allotment is necessary in order to make the deduc- 
tion from the soldier's pay for the dependents' allowance, the follow- 
ing notation will be made on the reverse side of the cancellation form. 
"Payment to continue through September 1942 under this allotment 
and the total so paid from date of cancellation through September 
1942 is to be deducted from the first payment under the Servicemen's 
Dependents Allowance Act." This procedure will permit payment 
to be made of the same amount as previously allotted to dependents 
for the period June through September 1942 and at the same time 
will clear the pay roll of the class E allotment deduction and thereby 
protect dependents until family allowance payments start. 

263. Allotments of pay. — a. See AR 35-5520 and current War 
Department circulars. The following classes of allotments and deduc- 
tions are authorized for the purposes indicated: 

(1) Class D. — By officers, Army nurses, warrant officers, and 
enlisted men for support of families, payment of premiums on U. S. 
Government Life Insurance, but not National Service Life Insurance. 

(2) Class E. — By officers, Army nurses, warrant officers, and 
enlisted men for payment of insurance premiums to commercial 
life insurance companies, and for the support of families. 

(3) Class F. — By enlisted men to pay their part of the allowance 
made for support of dependents under the Servicemen's Dependents 
Allowance Act of 1942. For details of this act see paragraph 261. 

(4) Class N. — For payment of premiums on National Service Life 
Insurance. 

(5) Class A pay reservation. — For the purchase of U. S. Government 
War Bonds and Stamps. (See h below.) 

b. The sums allotted are withheld from the pay of the individual 
concerned and paid by the Finance Officer, U. S. Army, Washington, 
D. C, or other designated disbursing officer, to the person or firm to 
whom allotted. The person making the allotment is termed the 
"allotter" and the person or firm to whom the allotment is made is 
termed the "allottee." 

c. How allotments are made. — Allotments will begin on the first of a 
month, and will be made for not less than 6 months or for longer than 
the duration of the war and 6 months thereafter. They may be 
terminated at any time upon the request of the allotter. Upon 
request of the soldier, the unit personnel officer will prepare, in 
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duplicate, W. D., A. G. O. Form No. 29 (Authorization for Allotment 
of Pay) (see fig, 25). This form is used for all allotments, the 
class of allotment being specified on the margin of the form. The 
duplicate will be retained by the unit personnel officer and the original 
will be forwarded to the Chief of Finance, in time to reach him before 
the 10th of the month in which the allotment is to be effective. 
Authorization for allotment will not be prepared by agencies soliciting 
iusurance from military personnel. Officers may prepare their own 
authorization for allotment forms. 

d. The unit personnel officer is responsible for insuring that the 
allotment is immediately entered upon all pertinent records— service 



record, pay card of enlisted men, and pay voucher, pay data card, 
and status card of officers. He will see that the allotment is entered 
on the pay roll or pay voucher of the individual concerned as a deduc- 
tion for the month in which the allotment begins, and on all subse- 
quent pay rolls or vouchers during the period the allotment remains 
in force. This action will be taken without waiting for an acknowl- 
edgment of receipt of authorization of allotment from the Office of 
the Chief of Finance. Receipt of Form No. 29 will be acknowledged 
by the Office of the Chief of Finance, Washington, D. C, on letter of 
acceptance issued in duplicate. Authorizations for allotment may be 
submitted by radio when the allotter is serving outside the continental 
limits of the United States, including Alaska, but the radio notifica- 
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tion must be followed by the submission of Form No. 29 by mail. 
In case of extreme emergency, so certified by the commanding officer, 
radio notification of allotments may be made by persons serving in 
the United States. AR 310-105 lists a number of allotment forms 
used for the several types of allotments. 

e. Allotments to individuals for the support of the allotter's family 
or dependent relatives may be made by an officer, Army nurse, or 
warrant officer while serving or about to serve outside the continental 
limits of the United States, or when he has reason to believe that he 
is about so to serve. Under authority of letter AG 243 (5-29-42) 
BD-SPAAE-TS-M, June 12, 1942, the phrase "or about to serve, ,, 
or "has reason to believe he is about to serve in Alaska oi: beyond the 
continental limits of the United States," is construed to apply to all 
military personnel wherever stationed. Therefore any officer, Army 
nurse, warrant officer, or enlisted man serving anywhere may make 
such an allotment. Such allotments may also be made to banks in 
the United States for the support of the allotter's family or dependent 
relatives, or for deposit in checking or savings accounts. When 
allotments are made under this authority, the following statement 
will be made on the Form No. 29: "Authorized by % paragraph' 6a(€), 
AR 35-5520, as amended/ 9 These allotments are class E. 

/. The total amount of an allotment or allotments will not, in the 
case of enlisted men, be in excess of the allotter's base and longevity 
pay. Allotments by officers, Army nurses, and warrant officers may 
be made in an amount not in excess of base and longevity pay and 
monthly subsistence allowance based on a 30-day month. 

g. Prior to leaving the United States on any oversea mission, every 
unit commander will bring to the attention of the enlisted men of his 
command the desirability of making allotments to their dependents. 
W. D., A. G. O. Form No. 43 (Emergency Addressee and Personal 
Property Card) will be mailed to The Adjutant General for each 
enlisted man. If the soldier does not wish to make an allotment, a 

statement to that effect will be given on the back of the form. 

h. In addition to the allotments listed above, military personnel 
may make allotments under the War Department Pay Reservation 
Plan, as published in Circular No. 215, W. D., 1942, for the purpose 
of purchasing United States War Bonds and Savings Stamps. For 
details see the circular cited. These allotments are termed "Class 
A pay reservations/ 9 (See also Cirs. No. 77 and 147, W. D., 1942.) 

i. Discontinuance of allotment — Allotments (except in cases of 
allotments for rent ordered by the Secretary of War) are purely volun- 
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tary, and while made for definite periods of time, may be discontinued 
by the allotter at any time, effective at the end of a month. In order 
to have an allotment discontinued prior to the time limit set in the 
original authorization, the allotter will make request for such dis- 
continuance on W. D., A. G. O. Form No. 30 (Notification of Dis- 
continuance of Allotment) (fig. 26), in the same manner as prescribed 
for making the original allotment. When an enlisted man makes an 
allotment and before the payments thereof have been reduced to the 
allottee's possession, and he (the allotter) is sentenced by court 
martial to forfeit all pay then due (at the time of his sentence), any 
unpaid installments of the allotment are included and are considered 

NOTIFICATION OP DISCONTINUANCE OP ALLOTMENT 
Bu£folg Uraodora (HOOTS) 10219011 JPrt Co. T,., IflQfch Tnfantr/-- 
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»_ September 1 |9 42 SbtHl+ ^GUdUd/Lx^ M. PERKINS^ Capt., 100th Inf. 



Figure 26. 



as a part of his undrawn pay, and accordingly are forfeited by the 
sentence of the court martial. This pertains to class E allotments 
only. However, in the case of class F deductions, if the application 
has been filed by or on behalf of dependents of the enlisted man, and 
has been approved by the Office of Dependency Benefits of The 
Adjutant GeneraFs Office and ordered to be paid, the deduction cannot 
be discontinued upon the request of the enlisted man unless there has 
been a change in the dependency status of the payee, or the enlisted 
man is promoted to higher than the fourth grade of enlisted men. 

264. Statutory deductions. — Enlisted men of the Regular 
Army only are required by law and regulation to contribute to the 
United States Soldiers' Home, Washington, D. C, the sum of 25 
cents per month, which is deducted from the pay of the men each 
month and is entered as a deduction on the pay roll or voucher on 
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which the individual is paid. This deduction is made automatically 
in the unit personnel section, by consulting the cover of the service 
record to determine whether the solder is enlisted in the Regular 
Army (see AR 35-2440), 

265. Soldiers' deposits. — An enlisted man may deposit his savings 
in amounts of $5 or more with any disbursing officer. Such savings 
as remain on deposit for 6 months or more will draw interest at the 
rate of 4 percent per annum. Deposits may not be withdrawn by the 
soldier during his enlistment but will be paid him with accrued interest 
at the time of discharge. Deposits are not subject to forfeiture by 
sentence of courts martial but shall be forfeited by desertion. They 
are not subject to sequestration for the payment of any debts owed by 
the soldier to the Government or any of its instrumentalities. Soldiers 
making deposits will be furnished with W. D., F. D. Form No. 33 
(Soldier's Deposit Book) by the disbursing officers who receive the 
deposits. All deposits made by the soldier will be entered in the 
deposit book. A record of deposits will be entered in the soldier's 
service record (page 11) in the manner prescribed in AR 345-125. 
Upon reenlistment immediately after discharge, a soldier may have 
the amount of his deposits, with interest, or any part thereof, trans- 
ferred to his new deposit account by making such request in writing 
to the disbursing officer who pays him on final statement. A copy 
of such request will be filed with the final statement. For full details 
covering deposits see AR 35-2600. I 

266. Stoppages against pay. — a. All or any portion of the pay 
of an enlisted man may be stopped to satisfy indebtedness to the 
Government or its instrumentalities. Indebtedness for which pay 
may be stopped may be accrued through the loss, damage, or destruc- 
tion of public property through carelessness and neglect; through 
unauthorized absences; as a result of approved findings and sentences 
of courts martial; and as a result of sickness or injury not in line of 
duty or as a result of the soldier's own misconduct, when such illness 
or injury results in absence from duty for more than 1 day. Organi- 
zation commanders and unit personnel officers should bear in mind 
that the stoppage of pay against an enlisted man is a very serious 
matter for the man concerned. The officer who takes the action 
putting a stoppage into effect must be sure of his ground. How data 
on stoppages are obtained for the pay roll is explained in section III. 

b. Unauthorized absences as affecting pay and allowances. — (1) This 
subject is fully covered in AR 35-1420. It should be carefully 
studied before any determination is made effecting stoppages or 
forfeitures of pay and allowances because of absence. 
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(2) In case of AWOL or desertion or overstaying furlough or pass 
without having been granted an extension, the company commander 
should make proper entry in the morning report remarks section and 
the proper entry in the strength section Also, as a matter of sound 
administration, he should immediately take into his possession and 
inventory all Government property left by the soldier. If there is a 
shortage, it should be entered on *a statement of charges. The 
procedure in case of desertion will be fully described in a subsequent 
section. The unit personnel section, of course, makes a report of 
change card from the morning report remarks. When the abstract of 
the morning report remarks gets to the service record group, a proper 
entry is made in pencil, on page 7, section (a). This acts as an 
estoppel of pay. An enlisted man is not entitled to pay or allow- 
ances for time lost while on unauthorized absence, but he again enters 
a pay status on the date of his return to military control. If he is 
to be brought to trial before a court martial, he will not be paid until 
his case is disposed of. 

c. Forfeitures of pay as result of court-martial sentences. — (1) 
Court martial may sentence an enlisted man to forfeit not to exceed 
two-thirds of his pay (as distinguished from allowances) for a period 
of not to exceed 6 months. For the purposes of pay as affected by 
court-martial sentence, longevity is considered as pay and not as an 
allowance. Hence longevity is subject to forfeiture by sentence of 
the court. In the case of a sentence of dishonorable discharge, the 
sentence may also include forfeiture of aU pay and allowances. For- 
feitures ordered by approved sentences of courts martial constitute a 
debt due the United States. A court martial may also include in its 
sentence a detention of pay, in which case the amount detained will 
be paid the enlisted man on final statement at the time of his dis- 
charge. This subject is fully covered in AR 36-2460. 

(2) Forfeiture imposed by the approved sentence of a court martial 
is charged against the monthly pay of an enlisted man beginning 
with the first of the month in which the sentence is imposed, and will 
become and remain a fixed indebtedness to the United States until 
fully satisfied. From the standpoint of pay roll procedure, the 
example given below shows how the necessary records are accomplished. 

(3) Example. — (a) Private Sims goes AWOL on June 2. The 
proper entry is made in the remarks section of the morning report: 
"Pvt Sims dy to AWOL 1600. " The unit personnel officer, or 
the proper clerk in the unit personnel section, makes a report of 
change card (W. D., A. G. O. Form No. 303) on Private Sims. An 
abstract of the morning report remarks goes to the service record 
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group of the unit personnel section, which makes an entry, in pencil, 
on page 7, section (a), of Sims' service record, showing that the \ 
AWOL began on June 2 This acts as an estoppel of the pay of j 
Private Sims. On June 9 Private Sims returns to his company. The j 
company commander picks him up with the following remark in the 
morning report: "Pvt Sims AWOL to dy 0600," providing he decides 
that Private Sims' case does not warrant placing him in confinement. 
However, if he does decide that Private Sims should be placed in con- 
finement, he would enter as the remark in the morning report: "Pvt 
Sims AWOL to conf 0600." The unit personnel section would make 
another report of change card on Private Sims showing his return from 
AWOL to duty or confinement as the case may be; and the entry 
already made in pencil on page 7 of the service record would be com- 
pleted in ink, to show date of departure, date of return to military 
control, and total number of days absent. In this connection, the 
day of departure is a day of absence, and the day of return is a day 
of duty. So Private Sims is absent without leave for 7 days. He 
automatically forfeits all pay and allowances for those 7 days, regard- 
less of any court martial or other disciplinary action which may 
result from his conduct in this instance. The entry on page 7 of 
the service record is the basis of the remark to be entered on the pay 
roll. Since the soldier returned to military control on June 9, it is quite 
probable that a court martial will have acted in the matter before the 
organization pay roll is made up ; in which case, the pay roll remarks 
would be governed by the action of the court martial, as approved 
by the reviewing authority. 

(6) The approved findings of the court martial, either promulgated 
as a court-martial order in the case of a general or special court 
martial, or as an approval on the record of trial in the case of a sum- 
mary court, would pass through the unit personnel section as a matter 
of administrative routine. From the court-martial order or the ap- 
proved record, the unit personnel section would secure the data for 
entry in the service record on pages 8 and 9. From the service record 
entry the data would be transcribed as a remark in the pay roll, thus 
actually effecting the forfeiture. 

(c) Private Sims may or may not have been placed in confinement 
immediately upon his return to the company. His pay is auto- 
matically forfeited for the 7 days he was absent. If upon his return 
he had been placed in confinement, he would have accrued pay during 
the period of such confinement, but the pay thus accrued would be 
held in abeyance until the action of the court martial was made known 
by the reviewing authority. Should the sentence of the court martial, 
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as approved, impose forfeiture of pay without confinement, Private 
Sims would be released from confinement on the day of the promul- 
gation of the sentence; and at the end of the month, he would be 
entitled to receive pay for the days he was in confinement, subject of 
course to the amount of the forfeiture imposed — that is, a full month's 
pay less the 7 days 7 pay forfeited while absent. 

d. Stoppages for lost, damaged, or destroyed property. — An enlisted 
man is liable for the monetary value of public property issued to him 
for use in the performance of his duties. This includes articles of 
clothing and equipment. Collection of such stoppages is effected on 
a statement of charges. For detailed description of procedure, see 
section IV. 

e. Fraudulent enlistment as affecting pay. — (1) A. W. 54 provides that 
any person procuring himself to be enlisted in the military service by 
means of willful misrepresentation or concealment as to his qualifica- 
tions for enlistment shall be punished as a court martial may direct. 
Enlistment of an individual in the Army sets up a contractual rela- 
tionship between the individual and the Government. Such an 
enlistment, secured by fraud, is not void per se> but is voidable at the 
option of the Government only. Hence, if the Government chooses 
to waive the fraud, the contract of enlistment is valid, and the soldier 
is entitled to pay and allowances just as though no fraud were involved. 
But if the Government chooses to exercise its option and void the 
contract of enlistment, the soldier is not entitled to any pay and 
allowances for the period he has served. This subject is fully covered 
from the standpoint of administration in AR 35-1460. 

(2) When the organization commander or the unit personnel officer 
has reason to believe that any soldier has enlisted fradulently, he 
should at once make an investigation; and, if such investigation 
reveals that the soldier is probably guilty of fraudulent enlistment, 
the organization commander should then prepare a set of courts- 
martial charges under A. W. 54. The determination as to whether 
or not the soldier will be brought to trial, thus determining whether 
or not the Government will void the contract of enlistment, rests 
with the officer having general court-martial jurisdiction over the 
command. In the event that the soldier's name has already been 
entered on the organization pay roll at the time of the discovery of 
the probable fraud, he will not be paid. In that event, his name 
will be "red-lined" on the pay roll at the time of payment of the other 
men. No entry will be made on the service record pending deter- 
mination of the issue by a court martial, or the determination by the 
officer having general court-martial jurisdiction as to whether or not 
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the soldier wilL be brought to trial. If it is determined that the 
Government will accept the enlistment contract as valid, the soldier 
is restored to duty and is paid on the next pay roll. 

/. General remarks concerning stoppages. — (1) In considering stop- 
pages against a soldier's pay, it should be borne in mind that when- 
ever any part of a soldier's pay for a certain month has been legally 
forfeited by approved sentence of a court martial or otherwise legally 
withheld, no other stoppage shall be applied against his pay for that 
month which will reduce the net amount received below a sum equal 
to one-third of his authorized rate of pay for that month. The words 
"rate of pay" include base pay and longevity pay. If a partial pay- 
ment has been made to the soldier, that amount, of course, is de- 
ducted from the total amount due; and the stoppage runs against the 
remaining balance, with the one-third left as a free balance to be 
paid. In the case of a deserter or a soldier given a dishonorable dis- 
charge, stoppages may be made against the total amount due, except 
that travel pay is not subject to stoppage for indebtedness. 

(2) The Secretary of War may authorize the remission and cancela- 
tion of any unpaid balance of indebtedness against an honorably dis- 
charged soldier, so that no indebtedness will stand against him as a 
civilian, or as a charge against his future pay if he reenlists (see AR 
35-2440). 

(3) (a) Stoppages will be collected in the following order of prece- 
dence: 

1 . Overpayment. — When a disbursing officer makes an incorrect 

payment to a soldier as a result of error in computation, ! 
or because of an incorrect remark on the pay roll, he will 
at once notify the unit personnel officer, who will cause 
appropriate remarks to be made on the next organiza- 
tion pay roll, so that the overpayment may be collected 
on the next roll. 

2. Government insurance premiums payable by allotment of 



3. Allotments of pay, when the allottee has already been paid 

by the United States. 

4. For ordnance property lost, damaged, or destroyed. 

5. For signal property lost, damaged, or destroyed, or for signal 

services such as post telephone service. 

6. For Army Air Forces property or supplies, lost, damaged, or 

destroyed. 

7. For medical supplies lost, damaged, or destroyed. 

8. For engineer property lost, damaged, or destroyed. 
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9. For chemical warfare property lost, damaged, or destroyed. 

10. For camp and garrison equipment lost, damaged, or de- 

stroyed. 

11. For regular supplies lost, damaged, or destroyed. 

12. For transportation or transportation supplies lost, dam- 

aged, or destroyed. 
18. For subsistence and subsistence stores lost, damaged, or 
destroyed. 

lit. For barracks and quarters damaged. 

15. For Government property lost or damaged (miscellaneous 

receipts). 

16. For indebtedness to Government-owned laundry. 

17. Expenses incurred in apprehension of deserters. 

18. Other expenses for apprehension, AWOL. 

(6) All of the above are for reimbursements direct to the Govern- 
ment. Where a stoppage is for property lost, damaged, or destroyed, 
it must be admitted by the soldier that such property was lost, dam- 
aged, or destroyed through his own carelessness or neglect, or such fact 
must be established by an approved report of survey. 

(4) Detailed regulations governing all of the stoppages listed above 
are covered in AR 35-2440. 

267, Partial payment.— a. See AR 345-155 and AR 35-2440. 
Partial payments may be made to enlisted men under the following 
circumstances: 

(1) When under orders for permanent or temporary change of sta- 
tion, upon decision of the commanding officer. 

(2) When authorized by the commanding general of the service 
command on special occasions, such as Christmas or other holidays, or 
for special events such as carnivals. 

(3) When an enlisted man's indebtedness exceeds two-thirds of his 
earned pay, he may be paid one-third of the accrued pay; or on the 
recommendation of the company commander, the next higher ad- 
ministrative authority may authorize a partial payment in excess 
of one-third of the accrued pay per month but only when the total 
indebtedness will be fully satisfied prior to the termination of the 
current enlistment. 

(4) Example. — The case of Sergeant Evers of Company K. He is 
a grizzled veteran of the first World War, and John Barleycorn is his 
worst enemy. Sergeant Evers went AWOL after the Armistice Day 
parade, November 11, and stayed AWOL until November 16. He 
was tried by special court martial on November 20, and the sentence 
of the court was that he forfeit $72.80 per month of his pay for 3 



Go gle 



201 



Original from 
UNIVERSITY OF CALIFORNIA 



Digitizes by 



TM 12-250 

267 ADJUTANT GENERAL 's DEPARTMENT 



months. This is two-thirds of his base and longevity pay. While 
he was absent, an inventory of the public property issued to him 



revealed a shortage of $58.10, including the rifle which he carried 
aw&y with him. Consider this tabulation: 

(a) He would normally receive — 

Base pay $78.00 

Longevity pay (over 24 years, 5 percent for each 3 

years service) 31. 20 

Additional pay for DSC 2. 00 



Totalis 111.20 

(6) He owes for November — 

Automatic deduction, U. S. Soldiers' Home 0.25 

Forfeits all pay and allowances November 11 to 15, 

inclusive 18. 55 

Due U. S. Government property lost, damaged, or 

destroyed 58. 10 

Due U. S. forfeiture per sentence SCM 72. 80 



Total 149.70 



(c) All pay, including longevity, is subject to stoppages; but the 
$2.00 per month gratuity for the DSC is not subject to stoppage; nor 
is any allowance which Sergeant Evers might draw for quarters or 
rations. The law and regulations also limit the amount of stoppages 
which may be levied against an enlisted man to two-thirds of his pay 
for any one month. The court-martial forfeiture amounts to exactly 
two-thirds of Sergeant Evers' pay per month for 3 months. 

(d) Under the provisions of AR 35-2440, the company commander 
may recommend, and the regimental commander (the reviewing 
authority of the Special Court in this case) may approve and order 
that the enlisted man be paid one-half of his pay, providing the entire 
amount of his indebtedness can be thus liquidated during the current 
enlistment. In the case of Sergeant Evers the company commander 
so recommends, and the regimental commander approves the recom- 
mendation, and orders that Sergeant Evers be paid one-half of his 
pay, thus extending the time in which he will be allowed to liquidate 
his indebtedness to the Government for the lost property and the 
court-martial forfeiture. Here, then, is how the total amount of his 
pay and allowances would be apportioned for November: 
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Total pay and allowances $111. 20 

(Of this amount $109,20 is pay; $2.00 is gratuity 
for DSC and not subject to stoppage, except for 
the 5 days he was AWOL.) 
The regimental commander has ordered that 
he be paid half of his pay, which amounts 
to $54.60, but since partial payments are 
made only in even dollars, he is paid (in- 
cluding $2.00 DSC) $56. 00 

This leaves available for payment of debts, 

$54.60 plus $0.60 or 55. 20 

Here is how the $55.20 would be apportioned: 
Forfeits all pay and allowances for 5 

days 18. 55 

Automatic deduction U. S. Soldiers' 

Home : .25 

U. S. on account property lost, damaged, 

or destroyed 36. 40 

Total paid on debts 55. 20 

The December pay account would be apportioned as 
follows: 

Total pay and allowances 111. 20 

One-half of pay ($54.60 less $0.60) to 

soldier 54. 00 

For DSC 2.00 

Total to soldier 56. 00 

Balance available for debts 55. 20 

This balance is apportioned as follows: 
Balance due for property lost, 

damaged or destroyed $21. 70 

To apply on court-martial for- 
feiture 33. 25 

Automatic deduction U. S. 

Soldiers' Home .25 



Total paid on debts 55. 20 

The total of his forfeiture as per sentence of court martial amounts 
to $218.40. This remains as a debt to the United States until it is 
paid, or until it, or any remaining portion of it, is remitted. The 
January pay account would be apportioned so as to apply $54.95 to 
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his court-martial forfeiture. This amount would be applied each 
month until the total amount of the forfeiture had been paid to the 
United States. 

b. Partial payments will be made on War Department Form No. 
337, except where five or more men are to be paid partial payments 
at the same time, in which case a partial payment roll will be prepared 
on the regular pay roll form. 

Section III 
PAY ROLLS 

268. References. — AR 345-155 and Bulletin No. 28, War Depart- 
ment, 1942. 

269. One of the most important functions of the unit personnel 
section is the preparation of the pay rolls for all the units of the regi- 
ment. Prompt payment of troops is enjoined by regulations. En- 
listed men are usually paid on the last day of the month. Pay rolls are 
submitted to the disbursing officer before the 25th of the month, or 
not less than 5 days before the designated pay day. 

270. a. The following Army Regulations, War Department circu- 
lars, and bulletins concern the several phases of pay : 

Preparation of Army Pay Rolls and Model Re- AR 345-155 
marks. 

Payments to Enlisted Men „„ AR 35-2320 

Pay of Enlisted Men; rates of pay Bulletin No. 

28, W.D., 
1942. 

Pay of Enlisted Men; Longevity Pay AR 35-2360 

Travel Pay of Enlisted Men AR 35-2560 

Pay and Allowances of Aviation Cadets r _ AR 35-2580 

Soldiers' Deposits ^_ AR 35-2600 

Pay of Retired Enlisted Men AR 35-2640 

Aviation Pay and Additional Pay for Parachute AR 35-1480 

Duty — Officers and Enlisted Men. 
Additional pay for Parachute Duty — Officers, AR 35-1495 

Warrant Officers, and Enlisted Men. 

Pay for Distinguished-Service Awards AR 35-1500 

Monetary Allowances in Lieu of Rations and AR 35-4520 

Quarters for Enlisted Men and for Quarters 

for Dependents of Certain Enlisted Men. 
Payment of Enlisted Men upon Separation from AR 35-2480 

the Service. 
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Deductions for maintenance of United States AR 35-2440 
Soldiers' Home, Rental Deductions for De- 
pendents, and Stoppages Against Pay of En- 
listed Men. 

Court-Martial Forfeitures — Enlisted Men AR 35-2460 

Expenses of Arrest and Return to Military Con- AR 35-2620 

trol of Enlisted Men Absent Without Leave, 

Deserters, and Escaped Military Prisoners. 
Unauthorized Absence as Affecting Pay and Al- AR 35-1420 

lowances. 

Fraudulent Enlistment as Affecting Pay AR 35-1460 

Statements of Charges AR 345-300 

Allotments of Pay and Deductions for Support of AR 35-5520 

Dependents of Enlisted Men. 
National Service Life Insurance — information Cir. No* 125, 
concerning. W. D., 

1940' as 
amended. 

Gratuity upon Death AR 35-1540 

Pay and Allowances Dining Authorized Ab- AR 35-1400 
sences. 

Loss of Pay During Absence due to Diseases Re- AR 35-1440 
suiting from Misconduct. 



6. This is a formidable list of references. Not all of them apply to 
every soldier, but a unit personnel officer will find that, from time to 
time, he will have to consult practically every regulation cited above in 
the preparation of pay rolls and vouchers. 

271. Enlisted men may be paid on: War Department Forms Nos. 
366, 366a, and 366b, and War Department Form No. 370. War De- 
partment Form No. 337 is no longer being printed, and this form will 
not be furnished after the present supply is exhausted. War Depart- 
ment Form No. 366 is to be used for all payments whether for one in- 
dividual or more. Three types of pay roll are prepared on Forms Nos. 
366, 366a, and 366b, andm substantially the same manner: the regular, 
or monthly pay roll of the company, battery, troop, or detachment; 
the supplemental pay roll; and the final pay roll. Under certain con- 
ditions, partial payments may be made, in which case payment will 
usually be made on a partial payment pay roll. This is accomplished 
on Forms Nos. 366, 366a, and 366b. (See fig. 27.) 
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272. a. The pay roll (War Department Forms Nos. 366, 366a, 
and 366b) is made in triplicate in the unit personnel section, and the 
original and one copy are submitted to the disbursing officer not later 
than the 25th of the month, although in most cases the disbursing 
officer desires that the pay rolls be submitted by the 20th of the 
month in order to allow ample time in which to figure and insert 
extensions and amounts. Form No. 366 consists of the "brief" or 
"title" page, and Form No. 366a constitutes the inside pages, of which 
as many as needed are used. Form No. 366b is the back page. 
Upon completion of the pay roll for any one company or detachment, 
the several pages are bound on the left-hand margin by means of 
staples or sewing, with the "brief" or "title" page on top. The 
originals are bound together to form one booklet, as is each set of 
carbons. Pay rolls are usually made on the typewriter, using carbons 
to make the two copies. The third copy is retained in the unit per- 
sonnel section. Care should be taken in typing up the pay roll and 
fastening it together so that the original copy is kept original through- 
out; that the duplicate is always the first carbon copy; and the 
triplicate the second carbon copy throughout. Upon return of the 
roll from the disbursing office with the extensions entered, the ex- 
tensions are copied into the third copy, which constitutes the per- 
sonnel section's complete record of payment. Both the original and 
duplicate, with the certificates appearing on the "brief" page properly 
executed, are returned to the disbursing officer after payment. In 
the cases of pay rolls submitted for payment by check, the third copy 
should also be submitted to the disbursing officer in order that the 
computations and check numbers may be entered and returned to the 
personnel officer. If this is not done and there are any men "red- 
lined" by the disbursing officer on account of erroneous remarks, the 
personnel officer will have no notification of the nonpayment. 

b. There are three certificates in the right margin of the "title" 
or "brief" page. The top certificate will be signed by the unit 
personnel officer on all three copies and will be dated as of the last 
day of the period for which pay is claimed thereon, or a later date if 
prepared later. The second certificate will be signed by the witnessing 
officer on the original copy only, and the third certificate is signed by 
the witnessing officer on the duplicate and triplicate copies only. 

273. a. Having entered the designation of the organization (com- 
pany, battery, troop, or detachment) with the station, principal arm, 
and month for which the roll is drawn on the "brief" or "title" page, 
the personnel section is ready to begin the actual preparation of the 
pay roll on War Department Form No. 366a. The first step is to 
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consult the current roster of the organization, which is furnished by the 
machine records unit and the service records of all the members of the 
organization, arranged in the same order in which the names appear 
on the roster. The names of all the men of the company will be 
entered on the pay roll as of the date of receipt of notice of their 
assignment, whether or not they have joined. Their names are 
entered by grade and alphabetically under each grade in the column 
headed Names, Present and Absent, by Grade and Component. 
The enlisted man's date of enlistment, number of years of service, 
name, grade, component, and Army serial number, will be written on 
the same horizontal line under proper column headings. 

6. The designation of each grade, beginning with the highest en- 
listed grade in the organization, will be written on one of the horizontal 
lines in capital letters and underscored. Nothing else will be written 
on the same line. On the line immediately below will begin the list 
of the enlisted men of that grade, arranged alphabetically. (See 



274. The men of the several components of the Army will be listed 
separately in alphabetical order. For example, all of the men who 
enlisted in the Regular Army would be listed by grade, and alpha- 
betically under each grade; then those men of the National Guard 
would be similarly listed, as would men enlisted in the Army of the 
United States. Then would come men of the Regular Army Reserve ; 
then Selective Service trainees. 

275. a. After the last of the privates at the $50.00 rate has been 
entered, there are (or may be) other groups of names to be entered 
in the following sequence: 

(1) The names of men attached to the company (except those 
attached for rations and/or quarters only) will be entered by grade 
and alphabetically within grade. 

(2) Names of men who have ceased to belong to the company since 
the last payment of the organization will be entered under the heading 
Losses in the following order: 

(a) Discharged ; showing grade, date of discharge, kind of discharge, 
and in case of discharge prior to expiration of term of enlistment, the 
number, date, and source of the order or other authority for discharge. 
. (6) Transferred; showing grade, date, organization to which trans- 
ferred, and the number, date, and source of the order. 

(c) Died ; showing the grade and date of the death. 

(d) Retired ; showing grade, date of retirement, number, date, and 
source of order. 
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(e) Deserted; showing grade and date. Deserters' accounts are 
always shown on supplemental pay rolls. Detailed instructions for 
preparation of statement of account of a deserter and remarks for the 
pay roll are in AR 345-155. (See also sec. VI.) 

(/) Missing. This refers to missing in action, not AWOL or 
desertion. 

b. The names of the men discharged during the period covered by 
the pay roll and who immediately reenlist will be carried at their 
proper places in the body of the roll, and will not be listed at the end 
of the roll as discharged. 

c. In all cases of entries made under a(l) and (2) above, the remarks 
will contain full explanation of the reason for the entry. In the case 
of a soldier whose name appears in the body of the pay roll, and who 
deserts, is discharged, transferred, died, or is missing in action, between 
the date the roll is originally made up and the date of payment, a 
line will be drawn through his name in the body of the roll; and the 
reason — such as "Deserted," "Transferred," etc. — will be written 
immediately under the soldier's name and initialed by the personnel 
officer or the organization commander. 

276. In cases of absence without leave after the pay roll has been 
made and submitted to the disbursing officer, and before payment is 
made, the unit personnel officer must take steps to amend the roll 
before actual payment. Usually this is done by drawing a line 
through the man's signature with red ink, and initialing the deletion. 
Or it may be accomplished by the company commander withholding 
the man's pay, and the witnessing officer making an entry opposite 
his name on the roll, "Not paid," and initialing the entry. The un- 
paid money is then returned to the disbursing officer. The soldier 
may later be paid on individual voucher, or on a supplemental pay 
roll; or his account may be carried over to the next regular pay roll. 
All entries which are red-lined and /or initialed on the original pay 
roll should be correspondingly changed on all copies of the pay roll. 

277. The last name of an enlisted man will be written first, followed 
by the first name and middle initial, if any. The Army serial number 
will be written on the same line in the next column. 

278. Having laid out the roster of Company L, for example, and 
the service record of each man of the company having been placed so 
that each one may be easily reached,, the pay roll clerk places the three 
sheets of War Department Form No. 366a in his typewriter, with 
carbon paper beneath the first and second sheets, and writes on line 1 
in capital letters, the words "REGULAR ARMY" (capitalized and 
underscored) . On line 2 he writes the words "FIRST SERGEANTS' 1 
(also capitalized and underscored). On line 3 he writes, "Projack, 
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Emil (none)," and in the next column copies the Army serial number, 
R-53197. These data are obtained from the cover page of Projack's 
service record' to be sure that the spelling agrees with that on the 
service record. The word "none" in parentheses following the first 
name indicates that Sergeant Projack has no middle name or initial. 

279, Nobody should attempt to prepare a pay roll without first 
making a careful, detailed study of AR 345-155. Each step in the 
preparation of the roll should be preceded by a careful study of the 
particular paragraph of the regulation concerning that step. In 
addition to AR 345-155, which is the regulation concerning the 
preparation of the pay roll, other regulations concerning any particular 
phases of pay should be consulted during the preparation of the pay 
roll, as indicated at the beginning of this section. Of course, pay rolls 
of the regiment will actually be prepared by the noncommissioned 
officers and privates detailed to duty in that subsection of the unit 
personnel section, but the responsibility for correct and accurate 
preparation rests with the unit personnel officer. He is the one who 
signs his name to the certificate of accuracy. 

280. Pay rolls are apt to be accurate if care is taken in the unit 
personnel section in collecting the data for the entries and the remarks 
which govern the amounts to be paid. The primary source of infor- 
mation for pay roll data is the service record of the soldier. Consider 
the illustrative case of First Sergeant Emil Projack, whose name is 
used in starting the typing of the pay roll. 

a. Enter Sergeant Projack's date of enlistment (or induction) 
which is taken from his service record (p. 2), then the number of years 
service he has. Next enter his name, grade, and component of the 
Army to which he belongs, in the column headed Names, Present 
and Absent, and then write his Army serial number in the column 
provided for it. 

b. The number of years service that a man has is found in his serv- 
ice record, page 3; and on page 2 is the record of his current enlist- 
ment. Looking at page 3 it is found that Projack enlisted in the 22d 
Infantry on February 11, 1933 and served to February 10, 1936, and 
was again enlisted on February 11, 1936 and served until February 

10, 1939. Page 2 shows that his current enlistment began February 

11, 1939 and that he enlisted for 3 years. A little calculation with 
pencil and paper shows that Projack completed 9 years of service on 
February 10, 1942 and since service for more than 1 year is entered 
on the pay roll in even years, the entry to be made in the column 
headed No. Yrs Ser is 9. 

c. The next five columns are for allotments; enter in the first col- 
umn under this general heading the month and year that the deduc- 
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tion from the man's pay is being made. The second column under 
this general heading of allotments is titled Class N; this is the allot- 
ment for National Service Life Insurance. Turning to page 10 of 
the service record, it is found that there is no entry under the heading 
Government Insurance on Sergeant Pro jack's service record; therefore 
no entry will be made in this column. However, the clerk would turn 
back to page 9 in the service record and would find, under the heading 
Class E Allotments that Sergeant Pro jack has made an allotment of 
$4.13 per month for 42 months, beginning February 11, 1939, and 
continuing through August 1942 in favor of the Perm Mutual Life 
Insurance Company, and if there is no entry of discontinuance, the 
allotment is considered to be in force for the duration of the war and 
6 months. Therefore, in the column Class E would be written the 
figure $4.13. Sergeant Pro jack did not avail himself of U. S. Govern- 
ment insurance offered through the Veterans Administration. (This 
is Government insurance other than class N life insurance, so therefore 
has no class D allotment.) Being of the first three grades of enlisted 
men, Sergeant Pro jack is not eligible for a class F deduction of his pay 
under the Servicemen's Dependents Allowance Act of 1942. Allot- 
ments are fully described, and regulations governing them are pub- 
lished in AR 35-5520. This regulation also designates the forms to be 
used, and the method of their accomplishment to set up an allotment. 

d. In the next columns are spaces for collections, but with abolition 
of credit throughout the Army, the entries that will be made are under 
the subheadings Class A Pay Reservation in which the amount that 
is to be deducted for War Bonds is written. The other collection that 
can be made is the monthly deduction for the Soldiers' Home which 
is deducted from the pay of Regular Army and Regular Army Reserve 
personnel only. However, this is an automatic deduction and the entry 
is made by the Finance Department, Government Laundry is also a 
collection that can at present be collected, and the amount due from 
the soldier is determined as listed on W.D., Q.M.C. Form No. 365 
(Monthly Roster and Statement) from the company commander. 
Sergeant Pro jack will have $1.50 deducted from his pay for this col- 
umn. This entry is made by the unit personnel section. 

e. In the column headed Allowance for Subsistence there will be no 
entry for Sergeant Projack, since he is not married, and rations with 
his organization. The disbursing officer makes this entry from the 
Remarks under the soldier's name, if subsistence pay is due him. 

/. In the column titled Total Amount Due is placed the amount due 
the enlisted man for base, and longevity pay (and quarters allowance, 
if due) less any allotments that he has against his pay. In the next 
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column is put the total indebtedness of the Collections columns, and in 
the last column (Balance Paid) is entered the net amount that is due 
the soldier, and to be paid him. The last nine columns are filled out by 
the Finance Department, and not by the unit personnel section. 

281. Among the most important entries made on pay rolls, and 
those which cause the inexperienced the most trouble, are Remarks. 
Remarks are entered on the line just under the name of the individual 
concerned. All data which may affect the enlisted man's pay will be 
entered as remarks, although no heading or designation of Remarks 
will actually be made. If the remarks take up more than one line, the 
several lines will be single spaced. They may extend to the left to 
include the column headed Date of Enlistment. 

282. a. Here is a check list of the items which must be shown in 
the remarks on the pay roll. This list is taken from AR 345-155. 
After each item is entered the page or pages of the service record from 
which necessary data may be obtained. 



Item 



Check list for remarks 



1. Date to which last paid and name of disbursing 

officer making payment if different from that 
shown on brief page of pay rolt 

2. All changes of grade and rating. In case of appoint- 

ment or reduction, the number, date, and source 
of the order will be stated. In case of reduction, 
the date the order is received at the soldier's 
station will be stated. 

3. All cases of absence without leave or sickness with- 

out pay for more than 1 day. 

4. All cases of confinement of more than 1 day by the 

military authorities after the normal date of ex- 
piration of enlistment. 

5. All cases of confinement by the civil authorities for 

more than 1 day, with a statement whether the 
enlisted man was held for trial, tried, or released 
without trial because of reparation made, or re- 
leased on bail; or if tried, whether he was acquit- 
ted or convicted, with dates of absence. 

6. All authorized stoppages, fines, and sentences, with 

numbers, dates, and sources of orders; and in 
cases involving remissions of forfeitures, etc., 
the date on which each stoppage becomes a 
proper pay roll entry. Stoppage for sales and 
lost property will be clearly stated to show ap- 
propriation or miscellaneous receipt account to 
be credited with the amount collected. 

7. Anything else affecting the enlisted man's pay, so 

as to insure justice to him and to the United 
States. 



Service record page 
13, 14, or supple- 
mental pages. 

5. 



7. 
7. 



13, 14, or supple- 
mental pages. 



8, 9, and 11; also 13 
and 14. 



13, 14, or supple- 
mental pages. 
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b. Take the check list above and see just how to get the data for 
the remarks, what those data are, and how they are entered on the 
pay roll. 

(1) Item 1. — Date to which last paid will be found on page 13 or 14 
or on the supplementary page 14, which is W. D., A. G. O. Form No. 
24-4 (Insert to Service Record — Remarks — Financial). The last 
entry regarding pay shown here in the case of Sergeant Pro jack would 
be entered in the right-hand column under the heading, Roll on Which 
Collected, and would be, simply, "Pd 7/31/42." Had Sergeant Pro- 
jack been transferred, or had he been on detached service, or for any 
other reason been paid at another station, that fact would show on 
this page of the service record, in the column headed Descript" on and 
Amount Due U. S. or Soldier. It would also show in the last indorse- 
ment made in his service record (pages 16 to 22). In the case of 
Sergeant Projack, none of these pages shows that he was last paid by 
other than the disbursing officer shown on the " brief page," therefore 
no entry of this kind is made in Remarks on the pay roll. 

(2) Item 2. — Sergeant Projack has qualified as expert rifleman, and 
this fact is normally a proper remark for the pay roll, under Qualifica- 
tion in Arms. However, under the provisions of Circular No. 219, 
W fc D., 1942, payments are suspended. 

(3) Item 8. — Changes in grade or rating, including appointment, 
promotion, or reduction would be found on page 5 of the service 
record under the general heading Military Record, and under the 
subheading, Appointment, Promotion, or Reduction, with Authority 
Therefor. This page shows no change since the last time Sergeant 
Projack was paid. 

(4) Item 4- — Page 7 of the service record would furnish the data, 
but since there are no entries on this page of Sergeant Projack's 
service record showing time lost through absence without leave or 
through sickness for more than 1 day, there is no entry for the pay roll. 

(5) Item 5. — This information would be found under paragraph b 
of the general heading, Absence Subsequent to the Normal Date of 
Expiration of Term of Enlistment, on page 7. There is no entry in 
Sergeant Pro jack's service record; hence none for the pay roll. 

(6) Item 6. — Pages 13, 14, and supplements would show whether 
the soldier had been absent in the hands of civil authorities more than 
1 day, together with the other information called for by this item. 
No entry in Sergeant Projack's service record; none in pay roll. 

(7) Item 7. — Data to be entered as remarks in the pay roll under 
this item are obtained from pages 7, 8, 9, 11, 13, and 14 of the service 
record. A soldier absent from duty without proper authority for 
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more than 1 day is not entitled to pay or allowances for such period of 
absence, and the fact of such absence would be shown at the top of 
page 7 of the service record under section (a). Likewise, if he is unable 
for more than 1 day to perform duty because of injury or illness result- 
ing from his own misconduct, he is not entitled to pay, as distinguished 
from allowances, for the period of such inability. This fact would 
be entered under section (c) in the top part of page 7. An exemplary 
remark in a case of this kind would be "Sk in hosp, NLD, AR 35-1440, 
Sept. 3 to 17, incl. ,, This is done because some sickness, although 
not in line of duty, is not under AR 35-1440 and the soldier is entitled 
to pay, in which case no remark should be made on the pay roll. No 
entry authorizing stoppage of pay is shown on page 7 of Sergeant 
Projack's service record. Likewise, no entry showing fines or for- 
feitures adjudged by a court martial are shown on pages 8 or 9. 
There is no entry on page 11, under the heading Pay Detained by 
Courts Martial Entered on Pay Roll. 

(8) Item 8. — Two classes of entries remain to be considered: those 
covering awards of medals, decorations, and citations; and those 
covering completion of 3 years of service and multiples thereof. He 
has completed 9 years of service on February 10, 1942. Additional 
pay for awards is noted on page 6 of the service record (see sec. II). 
In the case of Sergeant Projack, there were no such awards. 

c. Since the service record reveals no other entries which authorize 
either a reduction in, or an addition to, the pay of Sergeant Projack, 
these service record entries can now be consolidated into proper 
remarks for the pay roll. Gathered together and entered in proper 
sequence, the remarks should read: "Cl A Pay Res. $6.25 per mo fr 
June 1/42." 

d. In gathering data from the service record, the description above 
skipped from one page to another. This is sound procedure when 
clerks are experienced; but until experience has been acquired by 
actually doing the job for several months, a sound plan is to have 
every clerk working on an organization pay roll provided with a 
mimeographed check list as shown above for the pay roll remarks. 
Then, with that sheet before him, and the service records by his side, 
go through every page of the service record, noting on the check list 
each entry, as he comes to it, which would be the subject of a remark 
on the pay roll, and each entry which should be entered in the columns 
on the right half of the pay roll page. By following this plan, an 
inexperienced clerk is less apt to miss an item which should be made a 
remark in the pay roll. 
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283- The case of First Sergeant Projack is a typical example which 
illustrates the principles involved in the preparation of pay rolls. 
Different circumstances and conditions may arise which involve a 
wide variety of entries and remarks, but the principles will not vary. 
Be sure that every officer and enlisted man concerned with the prepa- 
ration of pay rolls takes these precautions: Be accurate. Be sure 
that each entry showing a charge or deduction is supported by suffi- 
cient recorded evidence to justify its entry on the pay roll. Be sure 
that all charges, such as allotments, laundry, and Government insur- 
ance, are properly entered. Be sure that the remarks fully show all 
additions and deductions not shown under the printed headings in 
the columns on the right side of the page on which the soldier's name 
is typed. Be sure that all data required by regulations are in fact 
entered, and properly entered. Then, check and double check each 
entry until you, as personnel officer, are absolutely certain that your 
assistants, officers and men, know how to prepare a pay roll and do 
it right! 

284. When the pay rolls have been prepared and carefully checked, 
each roll, original and first copy, is sent down to its company, where 
it is signed. This is usually done around the 20th of the month. 
Each man signs his name on the line on which his name is typewritten. 
The spelling and wording of that name as signed must not vary from 
the name as it is typed on the roll. 

285. When the pay roll has been signed it is returned to the unit 
personnel section, where the unit personnel officer transmits the 
original and first carbon to the disbursing officer who is to make the 
payment. Names which have not been signed on the original, and 
which are red-lined should be red-lined out on the duplicate and 
triplicate copies also. The disbursing officer causes the proper 
extensions and totals to be entered on the page of the roll on which 
the men sign, the figures concerning each man on the same line on 
which that man's name is typed and signed. The disbursing officer 
enters in the column headed Balance Paid the net amount of money 
to be paid each man, and furnishes that amount of money in cash 
for the payment. Neither the company commander nor the unit 
personnel officer makes any entry of amounts on this page. 

286. When the pay rolls have been returned by the disbursing 
officer to the unit personnel section, the next step is to make pro- 
vision for the actual payment of the troops. Obviously, the dis- 
bursing officer of a post, camp, station, or tactical division cannot 
himself pay every man. Therefore, the regulations provide for the 
temporary detail of other officers of the line or staff as agent officers. 
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There are two classes of agent officers: class A agent officers, who 
are officers other than duly appointed disbursing officers and who 
are detailed by local commanding officers as agent officers for the 
purpose of making specified payments; class B agent officers, who 
are detailed as disbursing officers of posts, camps, and stations, and 
other commands, either by the War Department or by local command- 
ing officers, and who are directed by the Chief of Finance to perform 
their duties as agent officers instead of accountable disbursing officers. 
It is the class A agent officers who actually pay the company. These 
class A agent officers must be detailed by the "local commanding 
officer/ 9 This is interpreted as meaning the commanding officer of 
the post, camp, or station, and not the commanding officer of the 
regiment or division. However, if the division finance officer, a 
member of the special staff of the division commander, is the account- 
able disbursing officer, the agent officers are detailed by the division 
commander. In the case of the 100th Infantry, the personnel officer 
should send a list of company and detachment commanders to 
division headquarters recommending that the officers named be de- 
tailed as class A agent officers for the payment of the troops of their 
respective organizations for the month of August 1942. 

287. When the agent officers are detailed in division orders (or 
post orders, as the cfctse may be), each officer so detailed presents 
himself to the accountable disbursing officer, bringing with him a 
duly certified copy of the order detailing him as agent officer and the 
third copy of the organization pay roll. He is then entrusted with 
the total amount of money needed to accomplish payment of the pay 
roll, and is required to receipt to the disbursing officer for the money. 
Usually he is given the money in bills of small denomination, with 
enough silver to make necessary change. He is then ready to pay 
his company or detachment. Actual payment must be made by the 
designated agent himself, and he must not entrust funds to another 
person to make the payments for him. 

288. No check marks should be placed on the original copy of the 
pay roll except that any men not previously red-lined and who are 
not paid will be lined out and initialed by the witnessing officer on 
all copies of the roll with the notation "Not paid." After payment 
has been effected the witnessing officer, who must be an officer other 
than the class A agent paying the roll, will sign the certificate re- 
ferred to in paragraph 2726. The original and duplicate copies of 
the paid pay roll, along with any amounts not paid, must be returned 
to the accountable disbursing officer within 24 hours after payment 
has been effected. 
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Section IV 



STATEMENT OF CHARGES 



289. Reference. — AR 345-300. 

290. If any article of public property is lost, damaged, or destroyed j 
by the fault or negligence of an officer or enlisted man, he will be 
required to pay the value thereof as shown in current price lists if 
indicated therein, otherwise at invoice price, or the cost of repairs; 
provided that, when in the judgment of the commanding officer, 
credit should be allowed for depreciation in value of the property at 
the time of loss or damage, the allowable credit will be determined by 
a report of survey. For guidance in determining allowable credit see 
AR 35-7220. 

291. As a matter of good administration and management, company 
and detachment commanders should, at frequent periods and in no 
event less than once each month, require all enlisted men of the 
organization to display all articles of public property which have been 
issued to them for use in the military service. Such display should 
be carefully checked against the individual clothing and equipment 
records of each enlisted man. If an enlisted man is short any article 
of clothing or equipment issued to him, or if any article is damaged, 
the company commander will notify the unit personnel officer of the 
loss or damage in an itemized memorandum. Upon receipt of the 
memorandum the unit personnel officer will initiate W. D., A. G. 0. 
Form No. 36. The statement of charges, made in triplicate by the 
unit personnel officer, will show the articles lost, damaged, or de- 
stroyed, and the value of each. Figure 28 shows a statement of 
charges correctly made. All three copies are sent to the company 
commander for the soldier's signature, if he admits liability. All 
copies are then returned by the company commander to the unit j 
personnel section for entry on the pay roll ; the original and one copy ! 
are returned to the company commander, and he in turn sends the 
duplicate to the unit supply officer as a requisition for replacement, 
retaining the original for file in the company property book. 

292. The statement of charges as shown in figure 28 actually serves 
three purposes. They are — 

a. An acknowledgment by the enlisted man of the justice of the j 
charge and a voucher for the charge against him on the organization j 
pay roll. 

b. A requisition on the supply officer for a replacement of the J 
article lost. 

c. A receipt to the unit supply officer for the article issued as a j 
replacement for the one lost. 
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293. The enlisted man's commanding officer must inform him of 
his right to deny the correctness of the charge to be made against 
his pay, and of his right to ask the action of a surveying officer to 
determine his pecuniary liability in the case. If the soldier admits 
his liability and does not recfuest a report of survey, he will sign the 
statement of charges. If, for example, the article listed on the state- 
ment of charges shown in figure 28 had been lost while on a night 
maneuver and the soldier felt that its loss was not due to his own fault 
or neglect, he would be within his rights in demanding a survey to 
determine whether or not he should be required to pay for it. If the 
company commander acts on such a demand, or of his own initiative 
places the lost article on report of survey; if the findings and recom- 
mendations of the surveying officer are that the soldier should be 
charged with the value of the property; and if the report of survey is 
approved by the commanding officer, the company commander will 
notify the unit personnel officer as previously described and as noted 
in figure 28. Copies of the approved report of survey will be attached 
to the statement of charges as a supporting voucher. 

294. If it is found that liability for the lost or damaged property 
rests on the soldier, the unit personnel officer will make the proper 
entry in the service record under Remarks — Financial, and on the 
organization pay roll. 

295. If, when a soldier is transferred, he is short any article of 
public property or if any article issued to him has been damaged or 
destroyed, a statement of charges is made covering the articles lost, 
damaged, or destroyed. If the soldier is willing to accept the charges, 
the receipt shown on the face of the statement of charges in figure 28 
is not executed, since no replacement article is needed. The state- 
ment of charges is distributed as already described, and the unit 
personnel officer enters the charge against the soldier in Remarks^- 
Financial on the service record as "Due U. S. property lost, damaged, 
or destroyed MR $0.83" (or whatever the amount may be). "MR" 
means miscellaneous receipts. The charge is then entered against the 
soldier on the pay roll of the organization to which he is being 
transferred. 

296. When a soldier is to be discharged and there is a charge against 
him for property lost, damaged, or destroyed, the statement of 
charges is processed as described, and the charge is entered on his 
final statement or on the final pay roll on which he is paid. 
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Section V 
TRANSFER OF ENLISTED MEN 

297, Reference, — Circular No. 308, War Department, 1942. 

298. Transfers of enlisted men for the duration of the war and 
for 6 months thereafter are governed by the provisions of the circular 
cited below : 

Circular 1 WAR DEPARTMENT, 

No. 308 J Washington, September 11, 1942. 

Transfer of enlisted meii. — Circular No. 262, War Department, 1942, is 
rescinded and the following substituted therefor: 

1. Rescission of previous regulations and instructions. — a. AR 615-200. — 
AR 615-200, November 24, 1939, as changed by section I, Circular No. 2; section 
I, Circular No. 54; and section II, Circular No. 114, War Department, 1942, is 
rescinded. 

b. War Department Circulars. — Section IV, Circular No. 21, and section I, 
Circular No. 191, War Department, 1941, are rescinded. 

2. Instructions governing. — For the duration of the war and for 6 months 
thereafter, the instructions contained in this circular will govern the transfer of 
enlisted men. 

3. Reasons for transfer. — Enlisted men will be transferred only for the 
convenience of the Government, when such action will result in a substantial 
benefit to the military service. Transfers will not be made solely for the con- 
venience of the enlisted man or his family. 

4. How effected. — a. Transfers may be effected between — 

(1) Organizations of the same regiment or similar unit, by the unit commander. 

(2) Units of the same division or similar command, by the commander thereof. 

(3) Units of the same corps or similar command, by the commander thereof. 

(4) Units of the same army, defense command, frontier command, base com- 
mand, task force, harbor defense command, territorial or department command, 
by the commander thereof, or by any subordinate commanders to whom he may 
delegate this authority. 

(5) Units and installations under the command of the Army Ground Forces 
by the Commanding General, Army Ground Forces, or by any subordinate 
commanders to whom he may delegate this authority. 

(6) Elements and installations of Army Air Forces training, technical, air 
transport, air service, base, and proving ground commands, and autonomous 
tactical elements, by the next higher common administrative commander, or by 
any commander exercising general court-martial jurisdiction, provided the unit 
commanders concerned concur. 

(7) Units or installations under the command of the same service command 
by the commanding general of the service command, or by any subordinate 
commanders to whom he may delegate this authority. 

(8) Different service commands or other commands under the command of the 
Services of Supply by the Commanding General, Services of Supply, or by any 
subordinate commanders to whom he may delegate this authority. 

(9) Units and installations under the command of the Commanding Generals 
of the Army Air Forces, Army Ground Forces, Services of Supply, and the inde- 
pendent commands named in (4) above, by the commanders thereof, or by any 
subordinate commanders to whom they may delegate this authority, providing 
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the commanders concerned concur. In urgent cases where such action is justified 
and where concurrences are not secured, the higher commanders referred to 
herein may refer such cases to the War Department for decision and appropriate 
action. Such reference will be exceptional as the disapproval of one of the higher 
commanders referred to herein should ordinarily be considered final. 

b. No commander to whom the authority to effect the transfer of enlisted 
men is delegated* will transfer enlisted men from his command to a unit or in- 
stallation not under his command without the concurrence or approval of the 
commander of the unit or installation concerned. 

5. By whom effected. — a. General. — In all cases coming under paragraph 
4 the headquarters under whose command the individual is serving will effect 
such transfer subject to the foregoing instructions. » 

6. Special cases. — (1) Between elements of different arms and services serving 
under the commander of a post, camp, or station, by the post, camp, or station 
commander concerned. 

(2) When a detachment, organization, or unit commander requests the transfer 
by name of an enlisted man from another detachment, organization, or unit to 
his own, such request will include the following data: 

(a) Name, grade, Army serial number (if known), organization, unit, and sta- 
tion of the enlisted man whose transfer is desired. 

(6) Reason or reasons why the particular enlisted man requested is desired, 
and the duties which he is to perform if the transfer is effected. 

(c) Any information available to the requesting officer as to the named enlisted 
man's qualifications, training, and experience for the particular assignment 
proposed, and his present duty assignment. 

(d) Statement as to whether or not a vacancy exists within the authorized 
strength of 'the organization. 

c. Other cases. — Cases which may arise for which no provision has been made 
will be referred to the War Department for final action. 

6. Transfers in grade. — Except in unusual circumstances transfers will 
be in grade. Technicians, fourth and fifth grades, may be reduced, in appro- 
priate cases, as prescribed in section IV, Circular No, 204, War Department, 1942. 

7. Transfer of certain enlisted men from organizations scheduled for 
departure from continental limits of United States. — a. Prior to de- 
parture from home station. — Upon receipt by a unit of a warning order for move- 
ment, the final destination of which is outside the continental limits of the United 
States, the commanding officer of the next higher administrative unit, not sched- 
uled for departure, will take the necessary action to transfer, in grade, personnel 
who are not expected to accompany their unit and to secure suitable replace- 
ments therefor. Excesses in grade resulting from such transfers will be absorbed 
by attrition. 

6. After departure from home station. — (1) Enlisted men who will not accom- 
pany their unit from the United States, and who were not transferred under the 
provisions of a above, will be reported to the commanding officer of the appro- 
priate port of embarkation. Such personnel will include — 

(a) Absentees. 

(6) Enlisted men physically disqualified for oversea service with their present 
units. (See sec. Ill, Cir. 198, W. D., 1942.) 

(c) Enlisted men to be discharged. (See sec. Ill, Cir. 272, W. D., 1942.) 

(d) Enemy aliens. 
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(e) Enlisted men suspected of disloyalty or subversive activities. 

(f) Enlisted men requiring hospitalization or medical treatment which cannot 
be given on shipboard and at destination. 

(2) The following enlisted men will not be reported to port commanders 
for disposition : 

(a) Disciplinary cases in which discharge is not authorized under existing 
policy and regulations. 
(6) Inefficiency or inaptitude cases in which discharge has not been authorized. 

(3) The report will show the name, grade, Army serial number, organiza- 
tion, specification serial number, status, and reason or authority for the transfer 
of each individual. Service records and allied papers will accompany the report. 
In cases where the service record and allied papers are not available, the report 
will clearly indicate the officer having custody of these records. The command- 
ing officer of the port of embarkation will transfer the reported personnel from 
their units to his depot as casuals in grade, branch unassigned, pending reassign- 
ment or shipment. He will provide suitable replacements for such personnel 
when practicable. Necessary action under the provisions of these instructions 
should be reduced to the minimum by' appropriate action prior to departure 
from home stations under the provisions of a above. 

8. Application by enlisted man. — a. Applications for transfer may also 
originate with the individual enlisted man if he feels that he possesses special 
qualifications which better fit him for other assignment. Such applications must 
clearly indicate that the Government will be materially benefited by the transfer 
if granted. 

6. (1) The company or detachment commander or personnel officer of an en- 
listed man will indorse on an application for his transfer the following informa- 
tion pertaining to him: 

(a) If colored, a statement to that effect. 

(b) Age at enlistment or induction. 

(c) Whether married or single, and number of dependents, if any, who will 
accompany him. 

(d) Physical condition. 

(e) Complete statement of service, including date and period of present en- 
listment. 

(/) Convictions by courts martial during current enlistment. 

(g) Whether under charges, in confinement, or undergoing company punish- 
ment. 

(h) Statement of accounts. 

(t) Qualifications, including special qualifications, if any, in detail. In case 
of application for transfer to a band, the instrument played, 
(j) Character. 

(2) He will also include a statement showing both the authorized and the 
actual strength of the company or detachment, so far as practicable, will affirm 
or disaffirm the statements contained in the application, will give such further 
information as he deems pertinent, and will state his approval or disapproval, 
with reasons therefor. 

(3) The commanding officer of the company or detachment to which the 
transfer is requested will include or indorse on an application for transfer of 
an enlisted man to his organization or detachment the following information 
pertaining thereto: 

(a) Authorized and actual strength. 
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(i>) Whether a vacancy exists; if not, when the next is expected to occur. 

(c) He will also state his approval or disapproval, with reasons therefor. 

c. Final action on applications for transfers which originate with the individual j 
enlisted man will be taken by the appropriate commander specified in paragraphs 
5 and 7. However, in the event of disapproval by any administrative headquarters 
such disapproval will be final, and the application returned direct to the originating 
headquarters. 

9. Disposition of patients in continental limits of United States- 
See AR 40-600, as amended by section III, Circular No. 142, War Department, 
1942. 

299. Administrative action to accomplish the transfer of enlisted 
men should be taken as follows: 

a. By company commander. — (1) Check property in hands of enlisted 
man against property listed on W. D., A. G. O. Form No. 32. 

(2) Have enlisted man turn in to supply room any property issued 
to him which is not included in Tables of Basic Allowance of property. 
The enlisted man is authorized to take Tables of Basic Allowance 
property with him. A memorandum should be sent to the unit 
personnel officer covering any missing property. 

(3) See that property turned in is properly % entered in column 
Turned In on Form No. 32 and that this column is initialed at the 
bottom by enlisted man and company commander. 

(4) Prepare memorandum of soldier's indebtedness to company 
fund activities. Prepare local .clearance form. Send noncom- 
missioned officer with soldier and clearance form to each instrumentality 
listed on clearance form. 

(5) Send soldier accompanied by noncommissioned officer, with four 
copies of transfer order, to transportation officer, to procure Govern- 
ment transportation request (if transportation is to be by rail) ; and to 
disbursing officer to secure advance payment of commutation of 
rations, if advance payment is directed in order. 

(6) Ascertain from transportation officer hour of departure of train 
on which soldier is to travel, and request transportation for soldier 
from company to railroad station. Send Form No. 32, together with 
statement of soldier's account and clearance sheet, to unit personnel 
section at least 12 hours before soldier is to leave company area. 

(7) Make proper entry in company morning report for the day 
soldier departs. 

b. By unit personnel officer. — (1) Issue order for soldier's transfer, 
if so directed by competent authority. If order is forwarded from 
higher headquarters, secure copies as follows: 

(a) One for 201 file of soldier concerned. 

(6) One for service record subsection, unit personnel section. 

(c) One for reports and returns subsection, unit personnel section. 
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(d) One for pay roll subsection. 

(e) One copy for company file (to be sent to company). 
(J) Six copies for soldier concerned. 

(2) Upon receipt from company commander of clearance sheet, 
statement of soldier's account and Form No. 32, make following 
entries in service record : 

(a) Under Remarks — Financial: Amount due by soldier to U. S. 
(statement of charges, if any). Enter date soldier was last paid. 

(b) On first unused indorsement page, indorse service record to 
commanding officer of unit to which soldier is transferred (see sec. I). 

(3) Send service record to company commander for entry of 
character and efficiency rating. 

(4) Upon receipt of company morning report showing soldier 
transferred, execute W. D., A. G. O. Form No. 303, and make proper 
notation of soldier's transfer on locator card. Send copy of special 
order, or copy of extract of service record, to postal section. 

(5) Make extract to service record, W. D., A. G. O. Form No. 25. 
This may be placed in the soldier's 201 file or in a consolidated file. 

(6) Prepare letter of transmittal, listing all inclosures. 

(7) Mail to commanding officer of unit to which soldier is trans- 
ferred, service record, W. D., A. G. O. Forms Nos. 32 and 20, and 
statement of clearance if appropriate. If soldier travels in a group, 
give service records and allied papers to officer or enlisted man in 
charge of group. 

(8) If pay roll for current month has been made, draw red line 
through soldier's name on retained copy of pay roll, enter notation of 
fact of transfer, and initial the entry. Advise disbursing officer. 

300, If the soldier requests partial payment, such partial payment 
may be made, under the conditions and in the manner described in 
section II, chapter 5, part two. 

801. If the soldier is -transferred to a unit at the same post, camp, 
or station, the transfer will be accomplished as described above with 
appropriate modifications. 

302. If the order directing the transfer of the enlisted man au- 
thorizes the transfer with him of property listed in the company 
property book (property other than that authorized to be dropped 
from accountability on issue, per AR 35-6520), such property will be 
listed by the company commander on W. D., A. G. O. Form No. 35, 
in duplicate. The property transferred will be shown on the appro- 
priate lines or blank spaces used without regard to group headings. 
The company commander and the enlisted man will sign both copies 
of the form. One copy will be filed with the company property book 
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as a credit voucher. The other copy will be forwarded with the en- 
listed man's service record and will become a debit voucher to the 
company property book of the new company commander. When post 
property is authorized to be transferred with an enlisted man, transfer 
of accountability for such property will be effected in accordance with 
the provisions of AR 35-6680. 

Section VI 
AWOL AND DESERTION 

303- References. — AR 35-1420, AR 615-290, and AR 615-300. 

304. Absent without leave. — The action to be taken in the case of 
AWOL, so far as it concerns the administrative functions of the com- 
pany commander and the unit personnel officer, is as follows: 

a. When a soldier is known to be absent without leave, the com- 
pany commander will immediately cause an officer of the company to 
search for, secure, list, and put away for safekeeping all Government 
property and clothing for which the absentee is responsible, including 
any clothing in the hands of a Government laundry or other agency. 
The soldier's personal effects are likewise gathered together, inven- 
toried, packaged, and put away. This inventory of Government 
property left by the absentee will be compared with W. D., A. G. 0. 
Form No. 32 of the soldier, and any differences noted for further action, 
such as entry on statement of charges or report of survey. The 
company commander will have an entry made in the remarks section 
of the morning report showing the enlisted man as absent without 
leave, stating the hour when the absence commenced; or, if this cannot 
be determined, the hour when the absence was discovered. 

b. The unit personnel officer will take the following action: The 
reports and returns subsection will make a report of change card 
(W. D., A. G. O. Form No. 303), showing the soldier as absent without 
leave. The enlisted subsection will make, lightly in pencil, an entry 
on page 7, section (a) of the service record, showing the date the 
absence began. When the soldier returns or is returned to military 
control, that entry will be completed in ink, showing the inclusive 
dates of the absence and the total number of days absent. When a 
soldier goes AWOL, notification to discontinue payment of allotments 
is forwarded to the Chief of Finance in time to prevent such allot- 
ments being paid. This should be accomplished by radiogram if there 
is not sufficient time for notification by mail. When the pay roll of 
the organization is made up for the first pay period subsequent to the 
soldier's absence without leave, a remark will be made on the pay roll 
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showing him as absent without leave, if such is actually the case, or if 
he has returned to military control, the inclusive dates of AWOL. 

305. Desertion. — Desertion is one of the most serious crimes in the 
calendar of military offenses. AR 615-300 is the principal regulation 
on this subject, but there are a number of others which govern various 
phases of the action necessary. When an enlisted man absents him- 
self without authority, the company or detachment commander is 
required by AR 615-290 and 615-300 to make an investigation of the 
facts and circumstances surrounding the absence. The chief purpose 
of the investigation is to discover any facts or circumstances which 
may help the company commander in deciding whether the absent 
soldier intended to desert the service permanently, or whether his 
absence is probably temporary and whether he had, at the time he 
absented himself, an intention to return to his post and station. 
There is a material difference between the offense of being absent 
without leave and that of desertion. 

306. Before proceeding with the investigation required by AR 
615-290, the company commander should read carefully A. W. 61, 
A. W. 28, and A. W. 58. A. W. 61 defines absence without leave, 
A. W. 28 defines desertion, and A. W. 58 prescribes the punishment. 
The investigation should make every effort to find out whether the 
soldier was in any trouble; whether he was under any particular 
mental or psychological strain or pressure; whether he was harassed 
by debt or domestic difficulties; and whether there were any circum- 
stances which might tend to influence him and bring about a decision 
and determination to desert the service. If, as a result of such 
investigation, the company commander is convinced, or if the pre- 
ponderance of the evidence adduced by the investigation shows an 
intent to desert the service of the United States and to remain absent 
in desertion, then the charge, if any has been made, and the records 
will be changed from absent without leave to desertion. 

307. If the company commander decides that the soldier intended to 
desert, he will take the following steps: 

a. He will take the action described at the beginning of this section 
for absence without leave. That is, he will secure, inventory, and 
place in safekeeping all Government and personal property left by 
the soldier. 

b. (1) If the company commander finds that the deserter is short 
any Government property (and he usually will, since the deserter 
probably wore his uniform when he left), he will prepare W. D., 
A. G. O. Form No. 15 in triplicate, listing all the Government property 
missing. On this he will execute the following certificate, and forward 
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it to the commanding officer of the regiment: "I hereby certify that 
the loss or damage of property listed hereon is attributable to the fault 
or neglect of (name, grade, and organization of enlisted man)." 

(2) This is one case where action by a surveying officer is not 
required. The commanding officer of the regiment in his discretion | 
may approve the report submitted on W. D., A. Q. O. Form No. 15, 
and relieve all concerned if the value of the property is less than $500. 
When the regimental commander approves the report from the 
company commander, W. D., A. G. O. Form No, 36 is then prepared 
by the company commander as described in d below. A copy of 
Form No. 15 is then attached as a sub voucher to the original copy of 
the statement of charges and sent to the accountable officer for file 
as a property voucher. The original and one copy of Form No. 15 
are transmitted direct to the commanding general of the service 
command. (AR 35-6640.) 

c. If the absent soldier has already been shown on the morning ( 
report as AWOL, the company commander will have entered on the j 
morning report for the day on which the decision as to desertion is 
made: "Pvt AWOL to des." 

d. He will prepare W. D., A. G. O. Form No. 36 in triplicate for 
any shortage of Government property, as determined by comparing 
the inventory of property left by the soldier with W. D., A. G. 0. 
Form No. 32. He will send the original of the statement of charges 
to the unit supply officer with a copy of the report of survey attached 
as a subvoucher, the duplicate to the unit personnel officer, and will 
retain the triplicate in the company. He will send to the unit per- 
sonnel officer the statement of accounts in memorandum form, 
retaining a copy in the company. He will send to the unit personnel 
officer a copy of the inventory of all Government property left by the 
soldier, as well as all personal property belonging to the soldier. 
The company commander should make a true copy of Form No. 32 
to be retained in the company files, and forward the original copy along 
with the inventory of effects to the unit personnel officer. 

e. He will make a careful and complete record of his investigation 
of the probable causes of the soldier's absence, listing each witness 
and giving the substance of the testimony of each, together with his own 
conclusions as to the possible or probable reasons for the soldier's 
desertion. The report of investigation will be forwarded to the 
regimental commander, with a request that the reports required by 
AR 615-300 to made. 

308. Upon receipt of the morning report or other notice, that a 
soldier has been dropped as a deserter, or that a charge of absent 
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without leave has been changed to desertion, and upon receipt of the 
report of investigation, including the inventory of Government and 
personal property left, statement of charges (if any), and statement 
of accounts, the unit personnel officer will take the following action: 

a. He will prepare W. D., A. G. O. Form No. 44 (Report of Deser- 
tion) in triplicate, authenticating it where space is provided for the 
signature of the company commander. To this form will be attached 
a duly authenticated extract of the morning report showing the entry 
of desertion. 

b. He will prepare W. D,, A. G. O. Form No. 30 if the soldier had 
made a deduction for allotment or insurance, such discontinuance of 
deductions to be effective as of the beginning of the soldier's unauthor- 
ized absence. 

c. He will prepare a supplemental pay roll containing the name of 
the enlisted man dropped as a deserter, and showing under Remarks 
all authorized stoppages of accounts 'due the United States for property 
shortages, or for property lost, damaged, or destroyed, as revealed 
by the inventory of effects left by the enlisted man. The supple- 
mental pay roll will show pay due soldier to date of beginning of his 
absence. 

d. He will close the soldier's service record first by making proper 
entries on page 9, under Class E Allotments, if the soldier had a class 
E allotment, showing the allotment discontinued by reason of deser- 
tion; and on page 10, if the soldier has Government insurance. He 
will make proper entry under Remarks — Financial, showing all pay 
due soldier and all stoppages including discontinuance of class F 
deduction, and class A pay reservation, if any. The service record 
will be indorsed to The Adjutant General on the next unused indorse- 
ment (pages 16 to 22) but not the final indorsement. The words 
"transferred to" in the indorsement form will be stricken out, and the 
word "deserted" substituted. The actual date of commencement of 
the absence will be entered as the date of desertion, and the place of 
desertion will also be shown; that is, the post, camp, or station from 
which the soldier absented himself. Otherwise the indorsement will 
be prepared and authenticated in the usual manner (see AR 345-125). 

e. He will prepare a letter to the Chief of Finance showing the status 
of the soldier's deposit account, as shown by the service record and 
will advise the Chief of Finance of the fact of desertion. 

/. He will prepare a W. D., A. G. O. Form No. 25 (Extract from 
Service Record) as prescribed in AR 345-125. 

g. The unit personnel officer will forward to The Adjutant General 
within 2 days after a man is dropped as a deserter both carbon copies 



Go gle 



233 



Digitizes by 



Original from 
UNIVERSITY OF CALIFORNIA 



TM 12-250 

308-311 ADJUTANT GEltfERAl/s DEPARTMENT 



of W. D., A. G. 0. Form No. 44 and will complete the following 
records of the deserter and send them within 5 days to the command- 
ing officer of the post, camp, or station from which the soldier absented 
himself without leave, to be held for a period of 6 months, at the 
expiration of which the following records will be forwarded to The 
Adjutant General: 

(1) Service record. 

(2) Original of W. D., A: G. O. Form No. 44. 

(3) Original of W. D., A. G. O. Form No. 32. 

(4) Evidence gathered at the time of desertion (report of investiga- 
tion made by the company commander, with all evidence). 

(5) List of clothing left by deserter (inventory of effects). 

(6) W. D., A. G. O. Form No. 20. 

h. The unit personnel officer will transmit the supplemental pay 
roll to the disbursing officer who regularly pays the soldier's organization. 

i. He will forward W. D., A. G. O. Form No. 30 to the Chief of 
Finance. 

309. For the action required in the following cases, see Army 
Regulations as follows: 

a. When a deserter surrenders or is apprehended by the civil 
authorities— AR 615-300 and AR 35-2620. 

6. When a deserter is returned to military control — AR 345-125, 
AR 615-360, and AR 35-2620. 

c. Desertion coupled with fraudulent enlistments — AR 615-300. 

d. Recall of supplemental pay roll— AR 345-155. 

e. Deserter restored to duty — AR 615-300. 

/. Enlisted man absent without leave reporting at other than proper 
station — AR 615-290. 

g. Clothing and individual equipment abandoned by deserter- 
Circular No. 81, War Department, 1942. 

h. Status of absence without leave changed to desertion— AR 



310. References.— AR 615-360 and AR 345-125; Circular No. 270, 
War Department, 1941 and Circular No. 42 and Circular No. 272, 
War Department, 1942. 

311. An enlisted man cannot be discharged from the Army during 
the present emergency except under special circumstances. For the 
duration of the war and 6 months thereafter, conservation of man- 
power is of vital importance, and every effort should be made to find 
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a suitable assignment for every man in the service. However, there 
are some instances in which it is desirable to discharge a soldier; 
mainly, these are — 

a. For disability (physical or mental) (AR 615-360). 

ft. For inaptness, or undesirable traits or habits of character (AR 
615-360). 

c. Because of conviction by civil courts of a serious crime (AR 
615-360). 

d. For the convenience of the Government (AR 615-360). 

e. Under a writ of habeas corpus (AR 615-360). 

/. For erroneous induction (Cir. 270, W. D., 1941). 

312. The following types of discharge certificates are given: 

a. W. D.., A. G. O. Form No. 55 (Honorable Discharge from the 
Army of the United States (white)). 

b. W. D., A. G. O. Form No. 56 (Discharge from the Army of the 
United States (blue)). 

c. W. D., A. G. O. Form No. 57 (Dishonorable Discharge from the 
Army of the United States) . 

313. Discharge for any of the reasons listed above requires execu- 
tive action and a specific directive or order from competent authority. 
Great care should be exercised by all commanders who have authority 
to discharge, and by all officers of lower echelons who are granted 
authority to initiate proceedings which lead to discharge of an en- 
listed man. 

314. Commanders who are authorized to order the discharge of 
enlisted men are as follows: 

a. Commanding generals, Army Ground Forces, Army Air Forces, 
and Services of Supply. 

6. Commanding generals, service commands and department com- 
manders, for individuals under their control. 

c. Commanding generals of — 

(1) Armies. (10) Training commands. 

(2) Corps. (11) Reception centers. 

(3) Armored Force. (12) Oversea replacement and 

(4) Divisions. discharge centers. 

(5) Coast artillery districts. (13) All named general hos- 

(6) Air forces. pitals. 

(7) Replacement training cen- (14) Army Air Forces mainte- 
ters. nance commands. 

(8) Separate brigades. (15) Armored Force School. 

(9) Exempted stations com- 
manded by general officers. 
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315. For Army Ground Forces, defense commands, combat or 
field units of the Army Air Forces, and field units of the Services of 
Supply: The authorities now having power to order discharge will, 
when discharge is determined to be warranted, direct that the enlisted 
man be transferred, by indorsement on service record, to the nearest 
appropriate service command agency of the Services of. Supply, or 
in the case of Army Air Forces units to the station complement of the 
station at which his unit is then located, where the discharge will be 
accomplished. (Cir. No. 272, W. D., 1942.) j 

316. So many conditions and subordinate factors govern the de- 
cision of commanders who have authority to order discharges, that no 
attempt is made in this manual to analyze and discuss them all. The 
user of the manual should consult Army Regulations in each case, 
and keep abreast of current War Department directives. In this 
section are discussed the factors which govern the decisions to be made 
by the unit personnel officer, and the records and reports which are 
his responsibility. 

317. Discharge for disability (physical or mental) (see AR 
615-360; Cir. No. 270, W. D., 1941; Cir, No. 42, and Cir. No. 272, 
W. D., 1942. — a. This type of discharge is commonly known as a 
"CDD." 

b. When a soldier has received an injury, or is suffering from- a dis- 
ease by which he is permanently incapacitated for military service, 
and has reached a point where he will not be benefited by further 
treatment in a military hospital, he will be discharged. When he has 
reached the point of maximum benefit from hospitalization and treat- 
ment, W. D., A. G. O. Form No. 40 (Certificate of Disability for 
Discharge) (see fig. 50) will be prepared by the enlisted man's im- 
mediate commanding officer. It will be forwarded through the 
regiment to the commanding officer of the general hospital or station 
hospital, in ample time to insure his discharge on the proper date. 
The commanding officer of this hospital will convene a board of three 
medical officers who will examine the soldier. The board will enter 
its findings and recommendations on Form No. 40. These findings 
will describe the disability in detail but will not include any statement 
concerning the degree of disability. The board will also include in 
its findings a statement as to whether the disability was incurred in 
line of duty or as a result of the soldier's own misconduct. If the 
disability existed prior to enlistment or induction, the board will state 
whether it was aggravated by military service. The board will 
recommend that the soldier be discharged, or that he be retained in 
the service for further treatment (see Cir. No. 66, and Cir. No. 99, 
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W. D., 1941; and Cir. No. 243, W. D., 1941 as amended by Cir. No. 
252, W. D., 1941). If the board recommends discharge, the com- 
manding officer of the hospital or regiment will forward the certificate 
(Form No. 40) including on it his recommendations, to the next 
highest administrative commander having authority to order the 
discharge of an enlisted man prior to expiration of term of service. 

c. The commander having authority to order the discharge will 
enter, in the space provided on W. D., A. G. O. Form No. 40, his 
approval or disapproval of the recommendations of the board and 
the commanding officer of the hospital. He will return the form to 
the regimental commander of the soldier concerned, or to the hospital. 
The soldier will then be discharged. If the soldier is serving in the 
Army Ground Forces, a defense command, a combat or field unit of 
the Army Air Forces or a field unit of the Services of Supply, he will 
be transferred for discharge to the nearest appropriate service com- 
mand agency, as stated in paragraph 315. Form No. 40 will be 
indorsed to the commanding officer of the service command agency 
, to which the man is transferred. The final indorsement of the service 
record will be made by the commanding officer of the service command 
agency. Under reason and authority for discharge should be entered 
"disability," with the authority, date, and headquarters from which 
came the indorsement authorizing the discharge. The headquarters 
which actually discharges the soldier will forward Form No. 40 
directly to The Adjutant General by indorsement, showing the fact, 
place, and date of discharge; showing that the enlisted man was 
furnished the required discharge papers; and showing the address 
given by the enlisted man. The regimental commander will also 
furnish to the surgeon a letter in duplicate giving the name, grade, 
Army serial number of the enlisted man, the date and place of dis- 
charge, and the cause as shown by the certificate of disability. The 
surgeon will retain the duplicate copy of the letter for the hospital 
records and will forward the original to The Surgeon General. 

318. Discharge for inaptness or undesirable habits or traits 
of character (see AR 615-360, also Cir. No. 66, W. D., 1941, as 
amended by Cir. No. 47, W. D. 1942). — a. Discharges coming under 
this regulation are generally referred to as "Section VIII Discharges." 
Inexperienced officers — organization commanders, adjutants, and 
personnel officers — are cautioned against a tendency to use section 
VIII, AR 615-360 as a cloak behind which to conceal lack of leadership. 
Too often, lack of the essential qualities of leadership will fail to 
develop soldierly qualities in men, and organization commanders, prone 
to overlook such lack in their junior officers, or themselves lacking in 
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leadership qualities, will initiate action looking to the elimination 
from the service of enlisted men whose only fault is shyness and a 
possible slowness to adapt themselves to new and strapge conditions. 
Again, a soldier whose efficiency is below standard in one organization 
may, in another organization or in another type of duty, prove to be 
above average in usefulness and intelligence. A soldier may lack smart- 
ness of appearance and the rhythmic coordination of movements 
required on the drill field, yet possess highly desirable and useful 
qualities as clerk, cook, or mechanic. Many a man who could not 
keep step in parade, who could not keep his shoes shined or his coat 
buttoned, has turned out to be a brave fighter, once the battle was 
joined. Ask any soldier who wears campaign ribbons. 

6. It is a primary function of good personnel management to find the 
best place for every man, and to put every man in that place for which 
he is best suited by education, training, temperament, and adaptability. 
Only thus by constant and conscientious use of the Army classification 
system can the maximum use of available manpower be accomplished. 
Recourse to action under section VIII, AR 615-360 should be the 
last resort. 

c. If, after every other expedient has been tried without favorable 
results, a company commander believes a man should be discharged 
under section VIII, or if a soldier shows that he has habits or traits of 
character which make him undesirable as a member of the military 
service, the company commander should make a full and compre- 
hensive report of all the facts to the regimental commander. Upon 
receiving such a report, the regimental commander will convene a 
board of officers, three if practicable, to determine whether or not the 
enlisted man should be discharged prior to the expiration of his term 
of service. 

d. Only experienced officers, preferably field officers, should be 
detailed to boards under this regulation. Every effort should be 
made by the board to gather and evaluate all facts having a bearing on 
the case, including the testimony of the man concerned. The board 
should hear testimony and recommendations of the classification 
officer and of a trained psychologist, if one is available. 

e. No man will be separated from the active service because of 
disability, inaptness, or undesirable habits or traits of character unless 
the Government can obtain no useful service from him. Full use will 
be made of reclassification procedure including the techniques of the 
personnel consultant, and additional training in special training 
battalions. 

/. Once the executive decision has been made to discharge a soldier 
under section VIII, action of the company commander and the unit 
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personnel officer varies little from the normal procedure already de- 
scribed. The variation is in the remarks to be entered in the final 
indorsement of the service record and the final statement, and in the 
dispositions of the proceedings of the section VIII board. In case 
the soldier is transferred to a service command agency (see par. 315), 
one copy of the section VIII board proceedings should be forwarded 
to the service command agency to which he is transferred. 

319. Discharge of trainees inducted under Selective Training 
and Service Act of 1940 who fail to meet moral standards 
prescribed in MR 1-7 (see Cir. No. 80, W. D., 1941).— This circular 
defines the facts which constitute a failure to meet required moral 
standards and describes the executive action needed to accomplish a 
discharge. It provides that a man dishonorably discharged from a 
prior enlistment in the Army, Navy, or Marine Corps, or who has 
been convicted of a heinous crime (murder, rape, treason, arson, or 
any crime involving sex perversion, and certain other crimes) shall 
be discharged. 

320. Discharge because of minority (see AR 615-360). — An 
enlisted man under 21 years of age may be discharged because of 
minority under the following general conditions, as outlined and 
modified by the regulations cited : 

a. (1) If under 18 years of age, on the application of either parent or 
of legal guardian; the application must be supported by evidence in the 
form of a birth certificate, or a duly authenticated copy of a birth 
certificate. If no official record of the birth can be obtained, one of the 
following must be submitted: 

(a) A baptismal certificate, or the affidavit of a physician or midwife 
in attendance at the birth of the soldier. 

(b) Affidavit of at least two persons not related to the soldier, 
testifying, of their own knowledge, as to the date of his birth. 

(2) If the enlisted man is over 18 years of age but under 21, the 
affidavits of the parents or legal guardian must show that he enlisted 
without the written consent of his parents or guardian. 

b. An enlisted man under 18 years of age, discharged because of 
minority, is entitled to transportation in kind to the place of accept- 
ance for enlistment, or to his home, whichever is nearer; or to a point 
not greater in distance than to the point of acceptance for enlistment. 

c. An enlisted man over 18 years of age, discharged for minority, is 
entitled to travel pay and other allowances which his service since en- 
listment entitles him to receive. 

d. Application for discharge because of minority, with the support- 
ing papers required by AR 615-360, will be forwarded by the com- 
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Note: Initiated by the unit personnel officer, in duplicate, for 
signatures of Regimental Commander and soldier receiving 
it. (Both copies to be signed by both parties). Original 
to soldier; duplicate forwarded to The Adjutant General. 

* # ♦ Certificates of Service are not given to honorably 
discharged soldiers. They are given to soldiers 
transferred to the Enl. Reserves (selectees), to 
Reserve Officers, and to candidates of the Officer 
Candidate Schools under certain conditions, in lieu 
of an Honorable Discharge. (See WD letter, dated 
September 9, 1941, AO 352 MT-M-A) 
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manding officer of the soldier's regiment or separate battalion to the 
next higher* administrative commander having authority to order 
discharge prior to the expiration of term of service. Upon receipt of 
authority to discharge, the procedure to effect discharge will be sub- 
stantially that already described, with appropriate remarks in the 
service record giving reason for discharge and authority therefor. 

321. "For the convenience of the Government" is a reason for 
discharge. This is an omnibus phrase which applies to cases not 
specifically covered in Army Regulations. However, there are also 
specific reasons under the general heading of "For the convenience of 
the Government." For the duration of the war, practically the only 
reason to discharge a man under this category is to accept a com- 
mission. "For the convenience of the Government, to accept a com- 
mission as 2d Lt, Army of the US," is the remark made in the service 
record. The general rule is that, when a discharge comes under this 
general classification, the actual reason will be stated, if it is a favor- 
able one; that is, a reason that does not reflect discredit upon the 
soldier. But "For the convenience of the Government" will not be 
cited if the reason is unfavorable. For example, in the case of con- 
viction of a felony by a civil court the entry would be "Discharged 
because of conviction by civil court." 

322. The guiding fundamental which should govern the unit per- 
sonnel officer in completing discharge records is to furnish enough 
accurate historical data upon which a person examining the record in 
after years may determine the true reason for the discharge of the 
soldier. 

323. Discharges are not authorized under sections III and V of 
AR 615-360 for the duration of the war and 6 months. 

324. The administrative procedure to be followed in the discharge 
of a soldier who is leaving the service is substantially as follows: 

a. The company commander will direct the soldier to bring all 
public property issued to him to the company supply room, where it is 
checked against his individual clothing and equipment record. Prop- 
erty turned in will be shown in proper column, and the record will be 
initialed by the soldier and company commander. The enlisted man 
is allowed to keep the following articles in his possession: 

1 bag, barracks. 

1 belt, web, waist. . 

1 cap, garrison; or cap, service, with cap insignia; or hat, serv- 
ice, with hat cord. 
1 insignia, set — collar insignia; sleeve, sewed on. 
1 trousers or breeches (wool or cotton), pair. 
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1 jacket, field; or coat, wool, 

1 mackinaw or overcoat, if required for warmth. 

2 shirts, one of which may be wool, if in his possession. 

All gloves, handkerchiefs, neckties, boots, shoes, socks, under- 
wear, and toilet set, including towels. All other articles 
issued to him must be turned in. 

b. Upon checking all the property, if the company commander finds 
that the soldier is short any items, he will determine the value of the 
shortage and make a note of the fact (AR 35-6640), providing the 
soldier admits the shortage and his own liability. 

c. The company commander then prepares the following records and 
documents: 

(1) Statement of charges (W. D., A. G. O. Form No. 36) (see fig. 28). 

(2) Statement of the soldier's accounts. This may be prepared 
as a memorandum to the regimental commander, or may be a dup- 
licate of the clearance sheet. 

(3) These records and documents, with a memorandum of trans- 
mittal, will be sent in a sealed envelope to the unit personnel officer. 

d. The unit personnel officer will prepare the following reports and 
records. 

(1) The service record of the man to be discharged. This of 
course cannot be done until he receives the necessary statement of 
accounts from the company commander. Before making the final 
indorsement in the service record, every entry should be carefully 
checked to see that all entries requiring initials are initialed, and that 
all entries are clear, understandable, and complete. The final indorse- 
ment on the service record will be discussed later. 

(2) Extract from service record (W. D., A. G. O. Form No. 25) for 
file (see fig. 51). 

(3) The discharge certificate (see fig. 52). 

(4) Final statement (see fig. 30). 

(5) Soldier's qualification card, to show discharge (see fig. 47). 

e. How are these things to be done? 

(1) Service record — (a) On pages 13 and 14, Remarks — Financial, 
enter all stoppages and amounts due the soldier. Close the remarks 
with "Discharged on CDD" (or whatever the -reason for discharge 
may be) : "Pd on Final Statement by (giving grade and name of finance 
officer), see final indorsement/ } 

(b) For illustration, assume that the soldier to be discharged is 
Corporal Martin Gilfoyle, 7719945, who is to be discharged on CDD 
and has been transferred from Company L, 100th Infantry, Ft. Dix, 
N. J. to the 2333d Service Unit, Ft. Dix, N. J. He is to be discharged 
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on July 31, 1942. Turn to page 23, final indorsement, and enter 
"2333d Service Unit", then "Ft. J)ix, N. J."; then "July 31, 1942." 
Enter Gilfoyle's last name, then first name, then write the word 
"none" in place of middle initial, and enter the Army serial number. 
Then enter "Corporal, 2333d Service Unit." After "By reason of," 
enter "Honorable discharge on CDD," followed by date and place. 
The authority called for is "paragraph 8, AR 615-360." Make no 
entry in the printed line "Retained in service," nor in the line "Absent 
from duty," nor in the line, "Retained in service for the convenience 
of the Government." The entires for "Character" and "Efficiency 
rating as soldier" may be made by the unit personnel officer on an 
informal memorandum from the company commander. The unit 
personnel officer initials the entry. The company commander may 
make the entries and initial them himself, however. Remember that 
the company commander must also enter his initials and print his 
full name, grade, and arm or service on page 24. 

(c) Next, on page 23, delete the words "Paid on final payroll" with 
pen and ink or strike them out on the typewriter. Place a check mark 
by the side of the statement "Final statement furnished." At the 
end of the next line, strike out "56" and "57." 

(d) Now comes tfiat part of the final indorsement with the prep- 
aration of which the unit personnel officer and his assistants must be 
meticulous. Here is where the soldier's accounts are stated. Turn back 
and see the order of priority for the collection of a soldier's indebtedness 
(par. 266). Suppose the clearance sheet or memorandum from the 
company commander mentioned in paragraph 324c (2) shows that 
Corporal Gilfoyle owes for lost Government property, for which he 
has signed a statement of charges, thus acknowledging his indebtedness. 
This is quartermaster property, and payment for it is taken up in 
miscellaneous receipts. There are prior claims against the soldier's 
pay which are to be satisfied before the above-mentioned account is 
settled. If there has been any overpayment made to the man, or if 
the soldier has an allotment, that is first deducted. Again, for the 
sake of clarity, assume that the soldier owes: Nothing for overpay- 
ment; $4.13 for a class E allotment for insurance, the original au- 
thorization for allotment (W. D., A. G. O. Form No. 29) showing that ~ 
final payment is to be made for July 1942. These records are at 
regimental headquarters and are kept in the unit personnel section. 
The soldier owes, also, $1.08 for lost Government property. This is 
how the entry on the final indorsement under "Due the United States; 
if nothing, so state" would read: "Class E allotment $4.13; due U. S. 
GPLD (Government property lost or damaged), Ft. Dix, N. J., MR 
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(miscellaneous receipts), $1.08." Do not total the amount of these 
deductions. 

(e) Now, what is due the soldier? The account must be stated in 
full here, even though the full statement of accounts is also on the final 
statement. The service record shows that Corporal Gilfoyle was last 
paid to include June 30, 1942. In determining his additional pay and 
allowances, refer to paragraph 252. He is unmarried and messes with 
his company, so nothing is due for commutation of quarters and 
rations. Although he is an expert rifleman, he is not entitled to 
additional compensation under present policies. Also, his service 
record shows that he has made deposits totaling $120. This, then, 
is the way the entry under "Due soldier at date of" should read: 
" Discharge: Last paid to June 30/42; due soldier current pay and 
allowances; for deposits, $120.00; soldier is entitled to travel pay." 

(/) The soldier himself must furnish the address where he expects 
to live. Do not enter here the address given at the time the soldier 
enlisted. His home address may have changed, or he may plan to 
go somewhere else after he is discharged. Ask him to furnish this 
address at the time of discharge. His travel pay, however, is to 
the place of his acceptance for enlistment (or induction). 

(g) Since at this point Corporal Gilfoyle will liave to sign the final 
indorsement to his service record, the service record and discharge 
certificate should be sent to his company, and he and the company 
commander should sign and initial both, as required. The unit 
personnel officer will then check the entries on the final indorsement 
and sign the indorsement himself, at the bottom of the page. 

(2) Next, the extract from service record (W. D., A. G. ()• Form 
No. 25) (see fig. 51), which is a brief r6sum6 of the entire service 
record, is made and retained in the files of the unit personijel section. 

(3) A discharge certificate (W. D., A. G. O. Form No. 55) is made 
by the unit personnel officer, signed by the regimental commander, 
and given to Corporal Gilfoyle. (See fig. 52.) 

(4) Last, but by no means least in importance, is the final state- 
ment. Final statements will be discussed fully in section VIII. 

(5) On August 1, a report of change card (W. D., A. G. O. Form j 
No. 303) would be made, showing the discharge of Corporal Gilfoyle. 
(See fig. 17.) 

325. a. To summarize, the following records are required: 
(1) Statement of charges. — Made by the unit personnel officer from 
memorandum from the company commander. Triplicate kept in 
regimental file, and original and duplicate sent to company com- 
mander. If there has been property lost or damaged and the company 
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commander desires that the equipment be replaced, he prepares a 
certificate and attaches it to the duplicate of the statement of charges, 
and forwards it to the unit supply officer who will replace the prbperty ; 
or if the company commander does not wish the property replaced, 
he will keep both copies until such time as he may be required to 
account for property charged against him. In any case, the original 
is kept for the company files, for use when the company pay roll is 
made up. 

(2) Statement of accounts. — Made by the company commander; 
sent to the unit personnel officer for entry in service record and final 
statement. 

(3) W. D., A. G. 0. Form No. 38 {Report of Physical Examination of 
Enlisted Man Prior to Discharge or Retirement). — Made by surgeon; 
one copy goes to The Adjutant General. 

(4) Service record. — Completed and closed by unit personnel 
officer; sent to The Adjutant General. 

b. Circular No. 256, W. D., 1942, discontinues the use of W. D., 
A. G. O. Form No. 258 (Physical Record Required by Act of August 
27, 1940, and Selective Training and Service Act of 1940), and all 
originals and duplicates of this form are to be destroyed unless the 
soldier has been separated from the service and has been furnished 
the duplicate, in which case the original is forwarded to The Adjutant 
General with the service record. 

c. On discharge, a soldier .will be informed that he may apply to 
The Adjutant General for a statement of medical record, if he so 
desires, stating the purpose for which he desires to use it. 

Section VIII 
FINAL STATEMENTS 
328. Reference — AR 345-475. 

327. In most cases when a soldier is separated from the military 
service or is transferred to one of the Reserve components, his accounts 
are settled by payment made on a voucher called final statement (War 
Department Form No. 370). The exceptions to this general rule are: 

a. When a number of men are to be discharged from the same organi- 
zation at the same time, the entire group is usually paid on the final 
pay roll. 

6. When the soldier has been sentenced by court martial to forfeit all 
pay and allowances and has no deposits due him. 

c. When he is discharged by reason of fraudulent enlistment and has 
no deposits due him. 
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d. When the soldier is discharged because of desertion, trial barred 
by A. W. 39. In such case a final statement will not be furnished him, 
but a full statement in writing will be furnished him, stating the 
reasons for not furnishing a final statement. 

328. The final statement is 8 by lOji inches, printed on both sides, is 
made in duplicate, and is perforated so that the duplicate may be 
detached. Only the original is signed by the organization commander 
or the unit personnel officer. On the form itself, full and detailed in- 
structions for its preparation are printed. AR 345-475 also gives full 
and detailed instructions as to what shall be entered on the final state- 
ment and the method of making entries. The preparation of final 
statements is not difficult, but it must be done carefully, and care- 
fully checked after it is done. 

329. Final statements-should be made under the immediate super- 
vision of the unit personnel officer until such time as the enlisted 

. personnel has become thoroughly trained and exeperinced. Final 
statements should be checked by the unit personnel officer against the 
service record, and against any statement of accounts furnished by the 
company or detachment commander. Both copies go to the dis- 
bursing officer. 

330. All data entered in the spaces provided on the final statement 
will be taken from the enlisted man's closed service record. That is 
why it is necessary for a full statement of the soldier's accounts to be 
shown in the Remarks — Financial and in the final indorsement of the 
service record. Only those items shown on the final statement will be 
paid by the disbursing officer. 

331. Consider the case of Corporal Gilfoyle, whose discharge was 
discussed in section VII. The unit personnel officer must make a final 
statement for this soldier. In section VII the data to be entered in the 
service record were described. In this section will be discussed ad- 
ditional data needed for the final statement. It is a good idea to slip a 
piece of paper and an extra sheet of carbon paper in the typewriter 
with the final statement, so that a copy of what is entered may be kept 
on file. (See fig. 30.) 

a. Enter first, on the page headed "Original" the soldier's name, 
Army serial number, grade, organization, and regiment. Next, enter 
the place where he was accepted for enlistment or was inducted. This 
will be shown on page 1 in his service record if the man was inducted, 
and on page 2 if he enlisted. Also enter the date of enlistment or 
induction, which will be shown on the front cover of the service record. 
Next, enter the fact that he was discharged at Fort Dix, N. J., on 
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June 30, 1942. After the printed word "Reason" enter "Honorable 
Discharge CDD" (CDD means Certificate of Disability for Discharge). 
After the words "Having over" write "none" and after the words 
"years service at date of" enter "discharge," thus making the complete 
sentence read "Having over none years service at date of discharge." 

b. Next, after the words "Due soldier for," write: "current pay and 
allowances." On the second following line, after the words "For 
clothing," write the word " Nothing." After the words "For deposits," 
write the words "One hundred twenty and no," and after the word 
"dollars," write in "parentheses the figures "120.00." After the words 
"For pay detained by court martial," write the word "Nothing"; and 
on the next line, headed by the one word "For," write " Nothing." On 
the line headed "Last paid to include," write the words" June 30, 1942" 
and after the word "by," write "Capt. J. B. Brown, FD." 

c. After the heading "Due United States for," insert the remarks ap- 
pearing in the final indorsement of the service record; thus: " Class E 
allotment $4.13; due US lost or damaged property Fort Dix N. J. 
MR $1.08." 

d. After the heading "Remarks," enter the statement: "Soldier en- 
titled to travel pay." At the bottom fill in the certificate required 
hy AR 345-155: "I further certify that the employment of the persons 
named on the within pay roll is not prohibited by any provisions of law 
limiting the availability of the appropriation involved." 

e. Turning to the back fold, under the List of Deposits, the deposits 
shown in the service record must be listed in detail, exactly as shown in 
the service record and in the soldier's deposit book. Corporal Gilfoyle 
^iU be required to take his deposit book to the disbursing officer when 
he goes to cash his final statement. Now turn the final statement form 
so that the front is in the typewriter, and fill in the name, grade, and 
organization of the soldier. 

/. The final statement is now ready for signature by the unit person- 
nel officer on the face of the original. 

0- This is a typical final statement and illustrates the fundamentals 
Solved. The entries under the several headings will vary in each case, 
but a careful study of the governing regulations and a careful reading of 
the instructions on the back of the final statement form should resolve 
ail y difficulty which may be presented. 
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Section IX 



CLASSIFICATION AND SOLDIER'S QUALIFICATION CARD 

332. References. — AR 615-25 and supplement, AR 615-26, AR 
615-27, and AR 615-28. 

333. The general objectives of classification are to facilitate the 
placement of individuals in assignments that utilize their skills, thereby 
reducing training requirements and hastening the organization of 
efficient combat units and teams. In addition, the satisfaction result- 
ing to the individual soldier from correct assignment is a potent morale 
factor. 

334. The basic record of classification is W. D., A. G. O. Form No. 
20 (Soldier's Qualification Card) (see fig. 47). This form is used to 
record the historical data of a soldier at the recruit reception center 
by an interviewer trained in classification procedures. It contains, 
in addition, a summary of previous civilian and military experience 
(if any), hobbies, special abilities, and the results of the Army General 
Classification Tests. The card is punched so that it may be used with 
the McBee Selector System. The classified information on this card 
can be sorted with this machine, which is furnished to the personnel 
units of all echelons. This card follows the soldier throughout his 
Army career, and is always available to the immediate commander. 
By using this record the classification officer at a recruit reception 
center is able to evaluate and assign the soldier in a manner that will 
fully utilize his capabilities. Form No. 20 at a replacement training 
center is used as a basis for assigning men for military specialist train- 
ing. The classification section corrects errors on the cards, often 
reclassifies, enters the military specialities, and records the qualifica- 
tions in arms. Assignments to units from the replacement training 
center are made from an evaluation of the information on the card 
at the end of the training period. 

335. The division classification officer, as assistant adjutant 
general, is responsible for the administration of classification. The 
information on W. D., A. G. O. Form No. 20 is used by the classifica- 
tion officer and his section to assign men to the various units within the 
division. Tables of Organization determine the assignments after 
considering the military and civilian occupational specialties, leader- 
ship, education, hobbies, and test scores as well as other items of 
information on the card. The units of the division must be weD 
balanced, each having its proper and proportionate number of skills 
and mental abilities. The classification officer initiates the orders 
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assigning the men to units within the division, and the Form No. 20 
records are sent to the personnel section in the unit to which the soldier 
is assigned. 

336. The ofjicer in charge of the unit personnel section is responsible 
for maintaining Form No. 20 and all other data essential in considering 
personnel for assignment, transfer, or promotion. His section should 
also furnish information to company commanders concerning enlisted 
men who may be under consideration for promotion, special detail, or 
transfer. An informational roster should be prepared, as the personnel 
of the unit fluctuates or changes, showing each man's grade, civilian 
occupation, military specification serial number, present assignment, 
and any other data which might be valuable to the commander of the 
soldier. This should be prepared and submitted by the unit personnel 
section approximately once each month, or more often if the situation 
warrants. Qualification cards must be kept current by making entries 
from reports received, noting ratings of skill, qualification in military 
specialities, and change in duty status as extracted from W. D., 
A. G. O. Form No. 303, report of change cards. A periodic check is 
made to see that skills of all men in the organization are being properly 
utilized. One important duty of the unit personnel officer is to re- 
classify the members of the unit when such reclassification is in the 
interest of the service. In reclassifying men, it is frequently necessary 
to call upon the personnel consultant, who is a member of the adminis- 
trative group at division heads,” enter the statement: “Soldier en- 
titled to travel pay.” At the bottom fill in the certificate required 

AR 345-155: “ I further certify that the employment of the persons 
named on the within pay roll is not prohibited by any provisions of law 
limiting the availability of the appropriation involved.” 

e. Turning to the back fold, under the List of Deposits, the deposits 
shown in the service record must be listed in detail, exactly as shown in 
the service record and in the soldier’s deposit book. Corporal Gilfoyle 
^ill be required to take his deposit book to the disbursing officer when 
lie goes to cash his final statement. Now turn the final statement form 
so that the front is in the typewriter, and fill in the name, grade, and 
organization of the soldier. 

J- The final statement is now ready for signature by the unit person- 
nel officer on the face of the original. 

9‘ This is a typical final statement and illustrates the fundamentals 
involved. The entries under the several headings will vary in each case, 
lint a careful study of the governing regulations and a careful reading of 
llie instructions on the back of the final statement form should resolve 
^'Qy difficulty which may be presented. 
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Section IX 

CLASSIFICATION AND SOLDIER’S QUALIFICATION CARD 

332. References. — AR 615-25 and supplement, AR 615-26, AR 
615-27, and AR 615-28. 

333. The general objectives of classification are to facilitate the 
placement of individuals in assignments that utilize their skills, thereby 
reducing training requirements and hastening the organization of 
eflicient combat units and teams. In addition, the satisfaction result- 
ing to the individual soldier from correct assignment is a potent morale 
factor. 

334. The basic record of classification is W. D., A. G. O. Form No. 
20 (Soldier’s Qualification Card) (see fig. 47). This, form is used to 
record the historical data of a soldier at the recruit reception center 
by an interviewer trained in classification procedures. It contains, 
in addition, a summary of previous civilian and military experience 
(if any), hobbies, special abilities, and the results of the Army General 
Classification Tests. The card is punched so that it may be used with 
the McBee Selector System. The classified information on this card 
can be sorted wdth this machine, which is furnished to the personnel 
units of aU echelons. This card follows the soldier throughout his 
Army career, and is always available to the immediate commander. 
By using this record the classification ofl&cer at a recruit reception 
center is able to evaluate and assign the soldier in a manner that will 
fuUy utilize his capabilities. Form No. 20 at a replacement training 
center is used as a basis for assigning men for military specialist train- 
ing. The classification section corrects errors on the cards, often 
reclassifies, enters the military specialities, and records the qualifica- 
tions in arms. Assignments to units from the replacement training 
center are made from an evaluation of the information on the card 
at the end of the training period. 

336. The division classification ofldcer, as assistant adjutant 
general, is responsible for the administration of classification. The 
information on W. D., A. G. O. Form No. 20 is used by the classifica- 
tion officer and his section to assign men to the various units within the 
division. Tables of Oi^anization determine the assignments after 
considering the military and civilian occupational specialties, leader- 
ship, education, hobbies, and test scores as well as other items of 
information on the card. The units of the division must be well 
balanced, each having its proper and proportionate number of skills 
and mental abilities. The classification ofldcer initiates the orders 
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assigning the men to units within the division, and the Form No. 20 
records are sent to the personnel section in the unit to which the soldier 
is assigned. 

336. The oflScer in charge of the unit personnel section is responsible 
for maintaining Form No. 20 and all other data essential in considering 
personnel for assignment, transfer, or promotion. His section should 
also furnish information to company commanders concerning enlisted 
men who may be under consideration for promotion, special detail, or 
transfer. An informational roster should be prepared, as the personnel 
of the imit fluctuates or changes, showing each man’s grade, civilian 
occupation, military specification serial number, present assignment, 
and any other data which might be valuable to the commander of the 
soldier. This should be prepared and submitted by the unit personnel 
section approximately once each month, or more often if the situation 
warrants. Qualification cards must be kept current by making entries 
from reports received, noting ratings of skill, qualification in military 
specialities, and change in duty status as extracted from W. D., 
A. G. O. Form No. 303, repiort of change cards. A periodic check is 
made to see that skills of all men in the organization are being properly 
utilized. One important duty of the unit personnel officer is to re- 
classify the members of the unit when such reclassification is in the 
interest of the service. In reclassifying men, it is frequently necessary 
to call upon the personnel consultant, who is a member of the adminis- 
trative group at division headquarters. By his special techniques of 
interviewing and investigating, the personnel consultant is usually 
able, after individual examination, to ‘recommend action to be taken 
in the cases of “problem soldiers” and others who experience difficulty 
in becoming adjusted to military life .or to their particular duties. 

337. When an enlisted man is assigned to an organization, the unit 
persoimel section should send his W. D., A. G. O. Form No. 20 to the 
company commander by informal memorandum, a copy of which is 
placed in the suspense file. This procedure will assist the company 
commander to understand the soldier and accurately evaluate his initial 
and potential value to the organization. After study by the company 
commander, the card should be returned to the unit personnel section. 

338. When an enlisted man is on detached service, his W. D,, A. G. O. 
Form No. 20 should be replaced in the files by W. D., A. G. O. Form 
No. 20-1 (Replacement Card for Soldier’s Qualification Card) (see 
fig. 31). Company commanders should inspect and study the qualifi- 
cation cards when selecting men for schools or when considering men 
for promotion to noncommissioned grades or technician ratings. 
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339. What system should be devised by the unit personnel officer in 
order to make recorded information readily available to company 
commanders is a matter for the imit personnel officer (acting for the 




regimental commander) to determine. Obviously, no officers — not 
even company commanders — should be permitted to browse throng 
the classification ffies at random. That would disrupt the work of the 
unit personnel section and cause loss and misplacement of vital records. 
One method is to segregate the classification files, together with 201 
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files and other essential and confidential records, behind a wire parti- 
tion. Only those who are authorized may consult these files by calling 
on the clerk in charge for specific records, for which a receipt is given. 

340. Correct assignments can be made and men placed where they 
will function best only by conscientious and careful use of classification. 
The interests of the service must be paramount. Each organization — 
from squad to corps — is part of a team. The team must be well bal- 
anced, each part having its proper and proportionate number of skills. 
Classification, then, must serve the whole team, not merely a section 
of it. Assignments within the company and regiment not only must 
be based on proper use of the classification system but must also be 
considered in the interest of the entire regiment, the division, and higher 
echelons. Care must be taken that there is no oversupply of skills in 
one organization while in another organization there is a dearth. Only 
m this way can manpower be conserved for essential duties and for 
combat. 

Section X 

ENLISTED 201 FILES 

341. Reference. — War Department Correspondence File, 1918, 
revised edition. 

342. Records are important, but they are worse than useless if they 
are not so filed and stored as to be readily accessible and easily found 
when wanted. The War Department for many years has used a 
decimal filing system based on the system originated by Mr. Melville 
Dewey. Under this system there are nine general classification groups 
each group consisting of three digits followed by a decimal point, as 
follows : • 

000 — General 

100 — Finance and account- 
ing 

200 — Personnel 

300 — Administration 

400 — Supplies and equip- 
ment 

343. An excellent general summary of the system and its operation 
is contained in the introductory remarks to the War Department 
Correspondence File, 1918, revised edition. This book will be supplied 
by The Adjutant General upon requisition. Every adjutant, assistant 
adjutant, and clerk in a headquarters should be required to familiarize 
bimself with the general scheme and method of operating the system. 



500 — Transportation 
600 — Buildings and grounds 
700 — Medicine, hygiene, 
and sanitation 
800 — Rivers and harbors 
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344. Under this system, the file number 201 is assigned as the 
number under which the personal papers and records of each individual 
— officer and enlisted man — will be filed. To this main number, 201, 
is added the decimal point and a subdivision according to subject. 
Each number to the right of the decimal point is a subdivision accord- 
ing to subject. For example, 201.1 is the file number for those 
communications of which the main subject is personnel records, meth- 
ods, and forms of keeping; 201.2 is the number for commendations, 
complaints, and debts; 201.21 is the file number for appeals; 201.625 
is the file number for arrivals and reports of arrivals. No more than 
three numbers are used at the right of the decimal point. This 
section is concerned only with the 201 files of enlisted men. 

346. An enlisted man’s 201 fiile should contain every communica- 
tion, letter, indorsement, order, informal memorandum, and other 
record the distribution and disposition of which is not specifically 
prescribed by the regulations governing the preparation of that 
particular record or report. While the soldier is in active service, 
his service record is. a part of his 201 file, although the service records 
are kept in a separate file, grouped together and arranged alphabeti- 
cally by grade and company or detachment. The 201 files proper are 
kept in steel filing cabinets, in manila folders, arranged alphabetically 
by grade and company. Each 201 file — and this also applies to any 
decimal file — should consist of a “backing sheet,” which is a single 
sheet of heavy manila cardboard 8 x 10%, punched at the top (i. e., 
at the left when in file) to fit an Acco or similar fastener. To this 
are fastened, with the Acco fastener, each letter, indorsement, and 
document concerning the individual who is the subject of the file. 
The oldest document is on the bottom and the latest on top. Every 
letter written to or about an individual will show the file number in 
the upper left comer; for example: “201 — Jones, John A — Enl.” 

346. The 201 file should tell the complete and chronological story 
of a man’s mihtary service. The basic document in the 201 file of a 
soldier or an officer is the order under which the individual was as- 
signed or attached to the regiment or other unit. From that point 
on, until the extract of service record and the plain sheet copy of the 
final statement are placed in the 201 file when a soldier is dischai^ed, 
the file is built up document by document. The 201 file remains a 
permanent record of the unit until it is disbanded or demobilized, 
when all 201 files, along with all other official files, are disposed of as 
the War Department may direct. Usually the 201 files- and other 
files are sent to The Adjutant General. As pointed out in chapter 8, , 
part two, a copy of every letter, indorsement, and order which con- 
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cems an individual should be made for that individuars 201 file. 
If incoming communications do not have enough copies to permit 
of one being withdrawn for file, a file copy should be made. 

Section XI 

LOCATOR CARD FILES 

347. It is essential that every headquarters has instantly available a 
complete list of all officers and enlisted men assigned or attached to 
any unit of the command. Experience has demonstrated that the 
best method of keeping such a list for ready reference is by use of a 
“locator card,” which gives the essential information about the 
individual’s name, serial number, organization, and grade. This list 
was formerly kept on small cards made by hand on the typewriter 
and filed alphabetically by company or detachment. The machine 
records unit, however, has developed a locator card made by auto- 
matic machine direct from the soldier’s status card in the machine 
record unit. These locator cards, W. D., A. G. O. Form No. 304A 
(locator card) , are furnished on request to each regiment and separate 
battalion in as many copies as may be needed. They are used to keep 
the postal service directory up to date, and are also used in the regi- 
mental personnel unit for quickly locating any man, in order to 
reply to inquiries. Locator cards are printed on heavy board paper, 

by 1 % inches (see fig. 32). They should be filed alphabetically by 
regiment, in order that any man may be quickly located, regardless 
of the company or detachment to which he may belong. 

348. Whenever an officer or enlisted man is permanently separated 
from the organization by transfer, discharge, or by other ways, the 
locator card, corrected to show forwarding address, should be removed 
from the live file and placed in a dead file within the unit personnel 
section. 

349. When an officer or enlisted man is assigned to an organization, 
the machine records unit forwards the necessary number of locator 
cards on request only, and these are immediately placed in the live file. 

350. a. It is suggested that at least the following sets and files of 
locator cards be kept: 

(1) One set, alphabetical, all personnel; maintained in postal sub- 
section, for use throughout the headquarters. 

(2) One set, officers only, alphabetical within grade; for officers 
subsection. 

(3) One set, enlisted personnel of regiment arranged alphabetically 
by grade and by company; for the enlisted subsection. 
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b. Additional sets may be requested for exchange, chaplain, and 
other governmental agencies. 

c. Where the unit personnel section is organized on a regimentai 
basis as described in chapter 2, part one, the locator card would b( 
set up in one file for the regiment as a whole; that is, one regimenta 
alphabet. Where the unit personnel section functions on a companj 
basis, as is sometimes the practice in a separate battalion, the locatoi 
cards would be filed by organizations, and alphabetically within thi 




Note. — Initiated by machine records unit from information on initial roster and subsequent rosters anc 
report of change cards. Sent to unit personnel officer where up-to-date file i.s kept. 

Figure 32. 



organization. In making request of the machine records for additiona] 
sets of locator cards, the unit personnel ofiicer should specify how ht 
wants the set organized — by regiment, company, and so forth. 

d. It may be necessary when, for example, the organization is or 
duty outside the continental limits of the United States, or for othei 
reasons, to make up one or more sets of locator cards in the head 
quarters on the typewriter. The card is so designed that this cat 
easily be done. 
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Chapter 6 

OFFICERS SUBSECTION 



Paragraphs 

Section I. Officer 201 files 351-353 

II. Ofl&cer qualification and status cards 354-358 

III. Efficiency reports 359-372 

IV. Reserve officers, active duty 373-385 

V. Pay and mileage vouchers 386-393 

VI. Officer locator cards 394 

VII. Officer rosters 395-396 

VIII. Clearance 397 



Section I 

OFFICER 201 FILES 

351. The 201 file of an officer is of vital importance to the officer con- 
cerned, and to the organization in which he is serving. The file should 
start with the order by which the officer is ordered to duty. If he is a 
Reserve officer and is ordered to active duty from civil life, and the 
order directs him to report to a regiment, for example, his active duty 
order should form the basis of his 201 file in the regiment. On the 
other hand, if his original active duty order is to report to the com- 
manding general of the division, and the division commander assigns 
him to a regiment, the division order assigning him would form the 
basic document in his 201 file in the regiment. Then, following in 
chronological sequence, should come every letter, indorsement, order, 
or other communication which affects him and which should normally 
become a part of his record. 

362. Officers’ 201 files should be considered confidential, and should 
be seen and handled only by trusted clerks, who should be cautioned 
not to discuss any information gained by their official perusal of the 
officers’ 201 files. An officer is not permitted to consult his 201 file. 
Officers’ efficiency reports are kept in a separate file in the War 
Department. 

363. After having made the backing sheet and after having inserted 
letters and documents in sequence from the oldest at the bottom to the 
latest on top, as described in the section on enlisted 201 files, the file 
should be inserted in a manila folder, along the top tab of which is 
written: “201-Woodring, Martin C. (G),” or the applicable name. 
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Section II 

OFFICER QUALIFICATION AND STATUS CARDS 

364. Reference. — ^AR 605-90. 

866. Every ofl&cer and warrant officer has on file with the unit 
personnel section of the division a W. D., A. G. O. Form No. 66-1 (fig. 
34). The purpose of classification of commissioned officers and 
warrant officers is to obtain the maximum use of their skills, abilities, 
and experience. Proper classification is the basis of proper assignment. 

а. The responsibility for officer classification rests with any com- 
mander who has assignment jurisdiction over the officers of his com- 
mand. 

б. W. D., A. G. O. Form No. 66-1 supersedes W. D., A. G. 0. 
Form No. 177 (Reserve Officer’s Qualification Card) which is to be 
turned over to service command headquarters. 

c. Officers are classified by trained commissioned personnel under 
the supervision of the adjutant general of a division or higher unit 
having a classification officer. 

366. It is the responsibility of the commanding officer of the head- 
quarters where the qualification cards are kept on file to see that they 
are maintained up to date with all pertinent data as to the officers 
under his command so that assignment or reassignment can be made 
on the basis of all possible information. 

a. It is the responsibility of the officer’s unit commander to transmit 
to division headquarters (or other headquarters) where the cards are 
filed any changes in the nature of duties, special military training 
received, or any other information pertinent to the qualifications of 
the officer. 

h. Completed cards are forwarded with the officer on a change of 
station. 

c. An officer may see his own card, but may not see the classifica- 
tion card of other officers. 

867. Every regimental or separate battalion headquarters should 
maintain an active file of officer status cards. See figure 33 for a 
sample of a status card which, it is believed, will serve adequately in 
most organizations. This card should be kept in a visible file, or in a 
drawer file. One clerk in the officers’ subsection should be charged 
with the responsibility of making current entries on the officer status 
cards. In this way, accmate, complete, and up-to-date information 
on every officer of the command is always quickly available. This 
file will be of great assistance in selecting officers for detail to special 
service schools, to boards and courts, and in selecting officers for 
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Kg'S-) fe s aa 

Penoanent addr»aat 87 Washington Square Morth. New York, N,Y, 5-6659 

Tenqporary addraaa; Officara* Qoartara. !io. 318C. Fort Dlx. N.J« T el; 636 

Hearast relative t iirs> nisabeth L. Woodrlng A ddreaat S7 Washington Square North 

Mairiedt Yea W ife* a w** Mrs Kllimbeth L. Woodring 

Ag e ^0 S ex M ] 



New York^ N.Y. 



Children t Maurtin C., Jr 
Eliaabeth Lee 

Daadd 



Data first comnisaioned; June 1^722 



D/S 



LV OF ABSENCE 



SICK 



rro B Ttt 






Date present apnit expires^ 
Date due Xtor proittotion: 



Umtary apeclalty; (1) Co. Off. (2)lior- 
ala Off. (3) HU. lnt«ll. < 



Civilian apaclalty; Insurance broker. 



Ordered to Active Duty by Par. 21 S 0 #102 . Ho., 2nd C.A.,nov. T«l. w.t. ■ u«y ifi 191 ,0 



Date Reported for Active Dut y 5/28/q p er Par. 21 S0#102 -Ho 2 ndf!.A.rwiv-T.-|.M v ii.j. 
Reverts to Inactive Statu s A ssigned to; Co, ipoth Infantry Pt. rny M .t 



PRBIARif DUTY 


From 


To 


OTHER DUTIES 


From 


To 


_Co. f‘.nmHy..^r.ft.T.jinOt.h Tnf 


A /I AP 


TflFJW 









































































































EFFICIiWCY REPORTS RENDERED 
"?rom 






By whom rendered 



From 

7/y/^ 



STATEMENT OF SERVICE 
To ■ 



Period 



Due pay for over 
X » years serv. 









lUdUL 



iill3/zS 



iL^sJa± 



i>h^l3kS 



tHd4>(S 



*y dd^S 



Cl. Almt.t 7.53 
ether" fins) .11,29 






todays 



Figure 33.— OflQcer status card. 
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special and important duties. It is also a readily accessible source 
of information if a new commanding ofl&cer is assigned to the unit. 

368. This improvised status card should not be confused with the 
status punch card of officers and men (W. D., A. G. O. Form No. 301). 
The latter is the official and formal status record which is made in the 
machine records unit, based on information contained in the report 
of change card. The status card described here is an informal record 
kept by the adjutant or personnel officer in order to make current 
information about officers of the unit readily accessible. This card 
is of greatest value when the unit is in the zone of the interior or imder- 
going training preparatory to combat duty. However, when going 
into combat zones these cards should be left in the rear. 

Section III 

EFFICIENCY REPORTS 

369. References. — AR 600-185, October 13, 1942. 

360. a. An abbreviated efficiency report is substituted for the full 
report heretofore required for periodic reporting. 

b. W. D., A. G. O. Form No. 67 (Efficiency Report) is used for the 
abbreviated report, but only paragraphs A, B, C, E, F, HIO, L, M, 
N, P, Q, and S are filled in. 

c. Efficiency reports are rendered on each officer of field grade 
(of all components) who has served continuously in a command for 
6 months or more — 

(1) When he ceases so to serve. 

(2) On June 30, in case the service continues. 

d. (1) No report is required where the service has been of less than 
6 months' duration, but a commander may make a full (not abbrevia- 
ted) efficiency report on any officer of any grade at any time, if in his 
opinion, the services of the officer being reported upon have been 
unusually meritorious or unusually poor. 

(2) Reports on general officers will continue to be made in letter 
form and forwarded to the commanding general next subordinate to 
the War Department. 

361. An officer’s efficiency report is of vital importance to him. 
That fact cannot be too forcefully emphasized. Every individual 
who has to do with officers’ efficiency reports should read and under- 
stand all provisions of the governing regulations. 

362. The purpose of efficiency reports is to report the duties per- 
formed by an officer during a definite period and the manner of the 
performance of those duties ; to furnish accurate information as to the 
degree of proficiency possessed and demonstrated by the individual 
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reported upon in specified qualifications considered essential in the 
military profession; and to make a record of certain qualifications 
which an individual may possess, and the extent to which he is pro- 
ficient in those qualifications. It is a basic classification record of 
an oflficer. 

363. The first essential demanded of an officer rendering an effi- 
ciency report on another oflicer is absolute impartiality and fairness. 
If an efficiency report contains any entry, either of fact or opinion, 
which is unfavorable to, or which reflects upon the officer reported 
upon, it must be referred to the officer concerned for his remarks upon 
the unfavorable entry. 

364. Efficiency reports are prepared on W. D., A. G. O. Form No. 
67 (fig. 35) for officers and on W. D., A. G. O. Form No. 68 (Efficiency 
Report for Warrant Officers Other Than Those of the Army Mine 
Planter Service) for warrant officers. The immediate commanding 
oflicer of the officer being reported on prepares and signs the efficiency 
report. Efficiency reports may be made whenever a commander him- 
self is relieved or transferred, but in the event that he does not elect 
to do so he will prepare data on the officers who have been under his 
command for the use of his successor in preparing efficiency reports 
when due. 

366. The efficiency report of every field officer on extended active 
duty is forwarded to The Adjutant General and is kept on file in the 
War Department. An officer, while in Washington, may be granted 
permission by The Adjutant General to examine his efficiency reports. 

366. The principal concern of the unit personnel officer in connec- 
tion with efficiency reports is to check them for accuracy and con- 
sistency of entries. It is not the function of the unit personnel officer 
or of the adjutant to rate or rerate an officer upon whom an efficiency 
report is rendered. It is the duty of the regimental commander to 
examine and indorse his concurrence or nonconcurrence with the 
ratings given by a commander subordinate to him. Before an effi- 
ciency report is sent to the regimental commander, it should be care- 
fully checked by the unit personnel officer to be sure that the name of 
the officer reported upon is correctly spelled ; that his serial number is 
correct ; that a correct statement of the relation between the reporting 
officer and the officer reported upon is shown ; that the period covered 
by the report is correctly stated. Periods of less than 1 full year are 
stated in months and fractions, as 4 and 15/30, rather than 4^ months. 
The dates from and to must agree with the total time as stated. 

367. The primary duty of the officer during the time reported upon 
should be written on the first line under paragraph E, and the exact 
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(UR TYPEWRITER IF POSSIBLE. 

IFIMT. PRINT PROPER NAMES) 

A. OFFICER REPORTED UPON 



EFFICIENCY REPORT 

(SECARfOO-IK) 

Fissell» John !• 074 6842 



A’« offlcUl Btatua with respMt to you 



Lt, Col» 100th Infantry 



A m uuiQUU m\mhua wivu jvu — 

B. PERIOD COVERED BY THIS REPORT 7^?.?Z.?.^onth«, from to 

C. STATIONS AT WHICH HE SERVED ..Pi.fj.. 



D. CONSIDER CAREFULLY THESE DEHNITIONS. KEEP THEM I N MI ND WHEN RATINQ, TAKINO INTO CONMD- 
ERATION HIS LENGTH OF SERVICE AND THE OPPORTUNITIES AFFORDED HIM, WHICH MIGHT HAVE k 
BEARING UPON HIS PERFORMANCE OP DUTY, PERSONAL CHARACTERISTICS, OR PROFESSIONAL QUAU-^ 
FICATIONS. , . . 

UNSATISFACTORY t Performanco of the pi^loular duty reported upop or peraonal oharsoterlatios or ptofeasioDal qu»li- 
ficatioDfl below minimum standard — inemoient. 

SATISFACTORY: Performance of the particular duty reported upon or personal characteristics or professional qualinear 



ipon in an efficient manner. 
SATISFACTORY. 



Personal eharscte^ 



Istics, professional qualifications, o. ^ ^ 

ZCEIXeNT: Perfonhance of the narticular duty reported i^n in a very efficient manner. Personal oharaeterutkt, 
professional qualifications, or efficfency above VERY SATISFACTORY but below SUPERIOR. 

SUPERIOR: Chitetandlng and exceptional performance of the particular duty reported upon. Personal characteristiei, 
professional qualifications, or efficiency above that considered EXCELLENT. 

UNKNOWN: To be used in all cases m which the reporting officer has had insufficient opportunity during the period 
covered by this report to observe the officer reported upon to permit a rating as to the pmormance of the pariicular 
duty, his Mrsonal characteristics; or professional qualifications. ^ ^ 

B, DUTIES HE PERFORMED: (State separately. Where possible show duration of each in months. Example: Co. Cosuh. 
ordinary garrison training, 8 mos. Summary court, 6 mos. Brig. Adj. prepared training schedules. Supply Officer.) In 
describing the manner of performance of duty, use one of six clsjuifioations as given undw D, and consider carefully ^ 
obstacles encounteitd by the individual in the performance of each duty listed. THE OPINIONS EXPRESSED UNDEB 
<*MANNER OF PERFORMANCE'* ARC BASED ON- 

INTIMATE DAILY CONTACT, ) (Lins eat h wp iiCDprtats wwdi s 

FREQUENT OR INFREQUENT OBSERVATION OF THE RESULTS OF HIS WORK. [ sMlify 
ACADEMIC RATINGS. ) *o dwumsunow) 



II ^ 

S, 



Msnnar of pwtonnaoM 



7 20/3 

''?Z3Q 



Excellent 



> What degree of success has be at- 
tained under the following head- 
ings: ENTRIES BASED ON 
PERSONAL OBSERVATION OR 
OFFICIAL REPORTS DURING 
PERIOD COVERED BY THIS 
REPORT. (See par; D above.) 


1 

i 

p 


1 


! 

1 


1 

M 


I 

on 


1 

P 


G. Enter on lines below any outstanding speeialtisi of 
value in the milit^ service. 'MAUI NO EN1R08 
EXCEPT WHERE STATEMENT IS BASED ON 
PERSONAL OBSERVATION OR OFnCIAL BE- 
PORTS DURING PERIOD COVERED BY THIS 
REPORT. Show pilot and/or observer ratings of 
Air Corps officers here. 


TT*n/^1lng rkffl<vkm Anri ntAn 










X 






PArfnmiAnnA f\t fiftlrl rliitiM 








X 








Administrative and executive duties. 
An sn instrucior. — „ „ .. 








X 














X 










1 






X 1 








Training fmnpit 

. Tacticsii handling of t^ps (units 
appropriate to officer’s grade) 








X 








■ - . i-^i 



H. To what degree has he exhibited the following qualifications? Consider him In comparison with 
others of his grade and indicate your estimate by marking X in the appropriate rectangle. 
(See par. D above.) 



1. Physical activity (ipfitj; sUih to soA — - 

2 . Physical endurance (cofMitj hr oxoifiot) 

8. Military bearing and neatness (dgmij of dfoouor, o«ot ud laort oppoiiuoo). 

4. Attention to duty (iko tnit of working IhoroogUy ud cootciodiontij) 

6. Cooperation (idiig joiillj tod ofoettrelj with uotiief or olben, aitaij or eiriCu, to MUis t deiigiotod okjodiro).... 

6. Initiative (tto tnit of teguangiooded work «hldagt{>proptttte action ookkotni rorpouibifit; is sIimbco of ordert).. 

7. Intelligence (Iko ability to udonUodraodily new idou or iuinofiosi).. 



8 . Force ((bo (aenlty of carrying ostwilb energy and reiotatioi that wbkb on ouiBjaationiibori 9 TodnoaeMUo,ngbt, or dnty).. 

2. Judgment and common sense (tbe abOil; to think dearly and airire at kgieal oeodiMSi). 

10. Leadership (cuacMy to direct, centrol ud infloence oihen ia deliaite bee ef aefiu er nwrenent and diH saiMais bigb sorale^.. 



W. D., ▲. Q. O. Form No. ST—liilx 1. 103A 



© Front. 

Figure 35. 
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N«m of ••car t aiir t t i m Nmm wt ttpirtlt ••ear .. 



L Duiiaf the period eorered bj fhJe report hae he token edTniito«» of the opportnnitlee afforded hlae to improve hb profearfonal 

knowledfeT - 

L Hai he eibihltod any weaWwee teinperiinentol, moral, phyaical, eto.r-«hleh adTondy affect hU effideaey t D 

yea, deacrlbe them. (PACT or OPINION. Line out one.) 



X* Proper authority havinf deeided on the metbode and prooedure to aeeompUeh a eertoin end, did he reader willing and generoua 

aai^Mnt regardlem of hla peraoaal viewa In the maiterT._ 

Snoe last report haa he been aaen U oned favmatdy or unfaTorat^y in oflicial (8 m p^-. it, 

AR 600-18A.) 

ZKning the period eor e red by thla report waa he the aubjeot of any diaelplinary maaaure that ahould be inelnded on hie zeeordt 
y If yea, encloM aeparate atatement of nature and attendant elroumetonoea. 

^N. Write a brief general eattmate of thla oflieer in your own worda — Xola..Cl££lCftX!.jtUia.4}ftCXQOOfi$i^.aXX„dujytiSff.. jj) 



Tn GQjnjpfi.ring 

Oi Kow well do you know him? 

i/^. Remarks 



L..aU.. 




la caae any unfavorable entriee hare been made by you on thb rqKirt» were the defleleneics Indioated hereon brought to tlM 

attention of the officer eonoemed while under your command and jirtor to the rendition of thia report? If yea, what 

improvement, if any, wma noted? 



If no improvement rraa noted, what period of time dapeed between your notification to him of hJa defieiendes and the rendS* 



lion of thla report? ... ...... .... 

R. Baaed on your obeervatlon during the period eorered by thle report, giro in your own worde your eaUmato of hie GENKRAL 
▼ALOE TO THB 8BBT1CB 



✓a. 1 certify that to the beet of my knowledge and beUef all entxlee made hereon are true and impartial and are in accordance with 
AB600-Xi«. 

KOTB; Initiated by reporting offi- (Ogned) 

car or rating officer* Only (Name typed) 

paragraphs checked ( ✓) are (Grade and OiiO.Ly.C.Plonel,^^ 

to be filled out. ONS COPY (Comdg. what?) ...CftJadg#.^.lQQj:-h..Infftntery 

OliLY . (Place).... JlftW.. J.e r soy : 

(Date) .,dMjL..Z^^ -X9U2 Inch..... ... 

let INDORSEMENT GW/ddb 

Hq. 20th Inf. Div., Port Dix, K.J., July 5, 1943. To: T.-.a 




Tne officer x*eported upon is unknown to i:ie, but 1 have confidence in 
the Judgiaent, fairness of Lapartiality of the reporting officer. 

/s/ Gregory V/inslow 
A/ GTfiGO'lY VaWSLOJ 
Uajor General^ U.S. Aruy^ 
Coifloianding. 



Write nothins below this line. 



0 Back. 

Figure 36— Continued. 
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time he was engaged upon that duty under the command and super- 
vision of the reporting officer should be accurately stated in months 
and fractions. Additional and other duties should be stated in the 
order of the proportionate time spent upon each.. The manner of 
performance of each duty wiU be stated on the same line as the 
description of the duty. 

368. It is important that the ratings given be consistent. 

869. The personnel officer should study carefully every efficiency 
report which is submitted to the regimental headquarters. He should 
make no mark on the report itself, but should attach to it a separate 
sheet on which he calls attention to discrepancies or apparent incon- 
sistencies. The report should then be passed on to the adjutant, who 
should likewise study the report and write on a separate sheet his own 
cpmments, to be submitted to the commanding officer when the report 
itself is submitted. 

370. The unit personnel officer should keep a record of the dates on 
which efficiency reports are submitted. The officer status card shown 
in figure 33 has a place for such entries. It is intended that no copies 
of efficiency reports or extracts therefrom will be kept in any subordi- 
nate headquarters, either the headquarters where the report originates 
or any headquarters through which the report passes en route to 
The Adjutant General. 

871. In checking efficiency reports, the unit persoimel officer and the 
adjutant should be careful to note whether any remark on the report is 
of an imfavorable nature. A rating of “unsatisfactory” in any para- 
graph of the report constitutes an unfavorable remark, and the report 
must then be referred to the officer reported upon for his remarks. 
This reference must be made by the reporting officer, by 1st indorse- 
ment; the officer to whom the report is submitted must reply by 
indorsement within 10 days. 

372. The next higher military superior to the officer making a report 
will indorse on the report his concurrence, his nonconcurrence, or any 
modifications which he may care to make in any of the ratings. This 
indorsement must always be signed by the officer concurring or 
modifying the report. An indorsement modifying a report in part 
would be worded something like this: “I concur in this report, except 
as to paragraph F-1, in which I would rate the officer reported upon as 
“satisfactory”; and except as to F-6 in which I would rate the officer 
as “satisfactory,” or such other modifying remark as may be appro- 
priate. 
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Section IV 

RESERVE OFFICERS, ACTIVE DUTY 

373. a. All Reserve oflBcers who axe physically fit for military duty 
have been called into the military service. Transfers from and to the 
inactive Reserve have been discontinued. Officers who are found to 
be physically incapacitated for limited military service are given the 
option of resigning. 

b. All Reserve officers who are called and who a,re on extended ac- 
tive duty shall remain in the service for the duration of the war and for 
6 months thereafter, unless sooner relieved by competent authority. 

374. a. The following table of maximum ages is applicable to 
officers entering upon extended active duty with troop units and to 
officers entering on duty with other than troop units: 





Service with 


Service other than 




troop units 


with troop units 


Second lieutenant 


30 


35 


First lieutenant _ _ _ _ 


35 


42 


Captain _ _____ 


42 


47 


Major _ _ 


47 


52 


Lieutenant colonel _ 


52 


55 


Colonel - _ _ _ _ _ 


55 


60 


Brigadier general 


60 




Major general _ 


62 





6. These age limits do not apply to officers of the Medical Depart- 
ment and the Chaplains Corps. Nor do the age limits for officera 
serving with troop units apply to officers seiwing under “branch 
immaterial” quotas with installations of the Army Air Forces. 

375. Reserve officers are ordered to extended active duty by the 
War Department, by service command and department commanders, 
under quotas and in the numbers, grades, arms, and services pre- 
scribed by the War Department from time to time. 

376. a. Under present policies Reserve officers are required to have 
passed the final type physical examination, and to have been found 
physically qualified for extended active duty within a period of 60 
days prior to the effective date of the order placing them on extended 
active duty. However, where it would manifestly work a hardship 
on the officer concerned to require him to travel a considerable dis- 
tance at his own expense to a Government hospital having facilities 
for conducting the final type physical examination, he may be placed 
on extended active duty, and directed to report for temporary duty 
at a station having facilities for giving the final type examination. If 
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found physically qualified, he will then proceed to the duty station 
to which ordered. If found physically disqualified, he may request 
that his case be placed before an appeals board. The board wiD 
consider only the defect upon which the officer was disqualified, and 
will recommend to the commanding general of the sendee command 
that a waiver be Ranted or not granted. The decision of the com- 
manding general of the service command is final. 

b. In addition to the final type examination, an officer is required to 
undergo a check-up examination at his first duty station, to detennine 
whether or not there has occurred any intervenii^ illness or injury of a 
disqualifying character It is the duty of the conunanding officer of 
the unit to which he first reports for duty to see that each officer has 
this check-up examination. 

377. A Reserve officer ordered to active duty is required to reach the 
station to which he is directed to report within the time normally 
required to complete the journey by common carrier by the shortest 
usually traveled route. His active duty begins' on the date specified in 
the order as the effective date. He should b^n the journey on that 
date. If the officer concerned desires to travel by private conveyance, 
and the time to make the journey from his home to his first duty station 
would require more than the normal travel time by common carrier, 
he should request a leave of absence, or specific authority for delay en 
route from the commanding officer to whom he is directed to report. 
In*l-raveling to his first duty station, however, he may travel by private 
conveyance without specific authority, provided he leaves early enough 
to arrive at the time normally prescribed by the order. Such travel, 
in advance of the effective order date, is at the officer’s risk and 
personal expense. 

378. a. Reserve officers at the time of being ordered to active duty 
are entitled to leave credit on a pro rata basis, figured on the remaining 
part of the fiscal year. Leave accrues at the rate of 30 days for each 
fiscal year. 

b. Leave is a privilege, not a right. Leave credit may be carried 
over from one fiscal year to the next, provided the active duty is con- 
tinuous over the period for which leave credit is claimed. 

379. a. Reserve officers on active duty are entitled to pay and allow- 
ances, including longevity pay, as prescribed in current Army Regula- 
tions and directives. 

b. Allowances include the ri^t to occupy Government quarters if 
they are available at the permanent duty station of the officer con- 
cerned ; or the payment of rental allowance in lieu of quarters, 

380. When a Reserve officer enters on active duty, his date of rank is 
determined by the amount of active duty he has previously had in 
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grade. This is time actually on active duty and does not include total 
time, as does the computation for pay. Date of rank is important in 
determining the right to command. The date of rank is usually stated 
in the orders by which a Reserve oflficer is placed on active duty. If 
not so stated, the officer should apply to the commanding general of 
the service command issuing the active duty order for a determination 
of his date of rank. 

381. A Reserve officer will wear the insignia of the arm or service in 
which he is commissioned, or in which he is detailed, or in which he has 
been ordered to duty. In signing his name to official communications 
not directly concerned with his own active duty status, the officer will 
use as a part of his official signature the name of, or authorized abbrevi- 
ation for, the arm or service in which he has been detailed for duty, 
even though this differs from the arm or service in which he is com- 
missioned. For example, an officer commissioned in Infantry Reserve, 
if ordered to duty with the Cavalry, would sign his name as “Captain, 
Cavalry” or “1st Lt., Cavalry.” 

382. When a Reserve officer first reports for active duty, the adju- 
tant of the post, camp, station, or unit is required to execute and for- 
ward directly to The Adjutant General the active duty report form 
illustrated in figure 36. This form will be made locally by mimeo- 
graph. An extract of the special order should be attached. 

383. Promotion of Reserve officers during the present emergency 
will be governed by policies to be announced by the War Department 
from time to time. As of May 26, 1942, the requirements for promo- 
tion of a Reserve officer are as follows: 

a. The sole criterion for promotion must be demonstrated fitness 
and capacity for the duties and responsibilities of the next higher 
grade for which a position vacancy exists. 

b. Except in units engaged in combat in an active theater, nor- 
mally no officer will be promoted more than one grade at a time and 
no officer once promoted will be again promoted until he will have 
served at least 6 months in the grade to which last promoted. 

e. Normally, no officer except a second lieutenant will be recom- 
mended for promotion until he has, by actual outstanding performance 
of duty for a period of at least 6 months, demonstrated his fitness for 
promotion to the next higher grade and his capacity for its responsi- 
bilities. When, in the opinion of a general officer who has personal 
knowledge of the circumstances, an officer other than a second lieu- 
tenant has clearly demonstrated his fitness for promotion in a lesser 
period of time, the War Department will give consideration to waiving 
this requirement, provided the recommendation clearly sets forth the 
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REPORT OF ENTRY ON* (TERMINATION OF) ACTIVE DUTY 
(Par. 119 b, AR 140-5, and pars. 13 b and 34, AR 130-10). 



To: The Adjutant General, 

Washington, D. C. 

ATTENTION : RESERVE DIVISION 

NAME : 

(First) (Middle) 



(Place) 



(Date) 



(Last) (Serial No.) 



GRADE AND BRANCH: 
AUTHORITY: Par. 



( Grade ) 

✓ 

.., S.O.:.. 



(Branch) (ORC, NGUS, OR AUS) 



. HQ: 



(Date of Order) 



DATE OF ENTRY UPON ACTIVE DUTY: 

*(0R) DATE ACTIVE DUTY TERMINATED: 

(Date of entry is ordinarily date officer left home if such date 
is on or subsequent to the effective date shown in the order.) 
(Date of termination of active duty is ordinarily the effective 
date of termination shown in the order.) 



REPORTED FOR ACTIVE DUTY: 



(Date reported at station) 



For the Commanding officer: 



1 Incl. 

Copy of extract of special order. 



Adjutant. 



1. Report to be mailed direct to The Adjutant General by the 
adjutant or personnel adjutant of the post, station or unit within 
24 hours after officer reports for duty. 

2. A separate report will be rendered for each Reserve . National 
Guard of the United States or Army of the United States officer, 



* Line out words not applicable. 



Figure 36. 
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circumstances which prompt the recommendation and justify the 
promotion. No recommendation which fails to set forth clearly the 
circumstances and the qualities inherent in the individual which 
warrant his promotion will be given favorable consideration by the 
War Department. 

d. A second lieutenant may be recommended for promotion to fill 
an existing position vacancy at any time after he has satisfactorily 
demonstrated his fitness for the next higher grade and his capacity 
for its responsibilities. 

e. Recommendations for promotion and approval of recommenda- 
tions from subordinate commanders are functions of command which 
cannot be delegated to a staff officer. In the application of paragraph 
7, appendix B, MR 1—3, position vacancies existing in divisions, regi- 
ments, and similar or smaller separate commands will be filled by 
unit promotion only to the extent which will promote the best interest 
of the service and efficiency of the Army. When, in the opinion of a 
higher commander, efficiency of the Army will be served best by 
promotion of the best fitted officer in one unit and his transfer to 
another to fill an existing position vacancy therein, this procedure will 
be followed. The primary purpose of temporary promotion is to 
enhance the efficiency of the Army by promotion of the best fitted to 
fill existing position vacancies. This end will be achieved only by a 
careful study by each echelon of command of each recommendation 
for promotion passing through its headquarters. 

384. Before a Reserve officer is relieved from active duty, either at 
the termination of his period of active duty or for any other reason, he 
is given a terminal physical examination, which is similar to the final 
type physical examination given when beginning active duty. He is 
given a W. D., A. G. O. Form No. 280 (Certificate of Service). 

385. For further and general information relative to Reserve officers 
see all Army Regulations in the 140-series; AR 605-10; section V, 
Circular No. 19, W. D., 1942; Circulars Nos. 95, 161, and 180, W. D., 
1942; and current War Department directives. 

Section V 

PAY AND MILEAGE VOUCHERS 

386. Reference. — AR 35-1360. 

387. a. Commissioned officers are paid monthly by the accountable 
disbursing officer of the station at which they are serving; or if no 
accountable disbursing officer is on duty at the station, by a disbursing 
officer to be designated by the commanding general of the service com- 
mand. Officers’ pay accounts are paid on War Department Form No. 
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WAE DBPARTMtNT 
Porm Mo. BM— RavlwA 
pgw w d Cod^tooltar OmotI, V. E 



a a Wo,. 



■L WAR DEPARTMENT 

PAY AND ALLOWANCE ACCOUNT 



APPBOPSUTIONS: { C m mi mt m t A 0 — w. Amy N«hm. Wawd 

Pat o» t«» Aemt^ 19 



(2) sutioo Jarmy-^ _ 



OarWNo^ 




On duty «t proaent sUtion ] 
Departed from MfflR..X0I 



ef PBr. .I2CZ7AO. No. 

t^.JI J[ Jtoy2g i9,4Z 



Rdqm 2Pd.C.>A«..(BO.T«Tl 
for duty Jl3U.4l*J« 



..JLQ.Jaytfc? 



j;ai»„d»^1au:».J!^JU..«iJjAiidJl>. W« ki rtn g,..«^ i rr « } « 7 « » rt4flg t«^aqiiM.» «ortl>t 

(State BUMAICH tad iddimniMAflMnlh. iTtlaamMilmmilmHyMtaiBidtawtetaatedwtmagePwKa I!ssL.AI&»>.JIaX« 

(4) Dependent mother 

(Btate tee ChriMteew Item ne—te tea iedemheedii ■erne— MdfctaedOfitawhte^ 

During the eurreot period for which aUowaneee are ctaimed on account of my dependant mother I have contributed to her 

support the sum of t In cash or its equivalent, without any eomrideratioo In return, which oontrfbutios 

ie her chief support, and eaoh and every statement set forth in her affidavit dated 1 19. 

(attached hereto), filed with voucher for the month of , 19 , is tms and oorrect, sad m 

remains at this time, ezoept 



. (S) For ever x..,. years* service; 

'CBBD1T8: 

(fi) For base and longevity pay from.. 
(7) For additional pay for — 



— years completed on.. 



19A2.., to 2ttXM. JO... 

, from , Ifi to 



..,19.^ 

19._ 



(8) For pay for mount, from 19 , to .11 19 

of which I was the actual and exclusive owner, which (was or were) suitable for the military eenrioe, and 
maintained at . 

(9) For Bubeistenoe allowance from {“JT.." 19ifc2 ., to 19.42. . 

(10) For rental aUowanee from , 1942., to ....JjM. JD. 19.42. 

during which period I was not aasined adequate quarters at my permanent station; if without dependent^^ 

I vras not on field or sea duty; if with dependents, I did not occupy with them any publie quarters assigned 
to me without charge at any station, nor did any of them occupy public quarters astegned to them or to any 
other offioer or his dependents, except for bona fide social visits.. 



(14) Due United States for 



AlfOUNI 


— 


• n- 


:55; 


— 7- 


-53- 







Total Dsbits ... JkQ....aiZ. 

N»t Balawcs. $ 

, 19 , under Par — , 8. 0. No. . 

if 8. O. No. , Hdqm. 



(UO On (ordinary or sick) leave or abaenoe; Departed , 19 , under Par — , 8. 0. No 

Hdqrs. 10 ; extended by Par 8. O. No. , Hdqm. 

(16) I certify that the foregoing statement and account are true and oorrsot: that payment therefor has not been received: and that 
payment to mo as stated on the within pay voucher la not prohibited by any provisions of law limiting 4he avallabUity of tbe 



'DatoV...........jMBifi..ib^^^ 



OMON Nuba 
OWGINAL • 



Date JMP8..30. .1942- lUnk ■....CeftP<JilR^JkQQUl..I^ 

(ID 1 certify that during the period for which rental ailowance Jylalined on t^ v ouch er ^ ^Mve officer was not assigned adequate 

W2. , 

CHON OHOncAL ONLT. OM Name 

qft iO M«MO EAIfDOM. TTTK OB Rank CaPt,. lCX)th Inf. .. 

Date , vM MyBMUliHtf 

f Check(s) No.(s) dated 19 for S I States in favor of payee neined 

WON above. 

CMh.$. ,oo IS 



Fioubb 37. 
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336 (Pay and Allowance Account (original)) (see fig. 37). Vouchers 
are submitted to the disbursing ofl&cer, usually about the 20th of each 
month for that month, but payment is not made until the last day of 
the month. Except in special circumstances, ofiicers are paid by check 
drawn on the Treasurer of the United States. 

b. The essential pay data for an officer are containedrin the ofl&cer’s 
status card (fig. 33). In most commands it is the custom to have pay 
vouchers for all officers of company grade prepared in the officers' 
subsection of the unit personnel section. At most stations pay 
vouchers for field officers are prepared by the disbursing officer. A 
common practice is for the clerk chained with this duty to make an 
extra copy of the first pay voucher made for each officer after the 
officer joins and to use the copy of this first voucher as a model in 
making subsequent pay vouchers. This system has one fault — it does 
not provide a quick check of the officer’s length of service for longevity 
pay; whereas the status card does show these data. It is therefore 
better not only to keep the original pay voucher to use as a model 
month after month, but also to check the data to be entered on each 
pay voucher against the status card. This card also provides a check 
of the officer’s leave, any time he may be sick in hdspital or absent 
sick, and any change in status which may affect his pay. 

388. War Department Form No. 336, which is commonly referred 
to as a pay voucher, is made in duplicate. 

а. The part imder the heading Appropriations is not filled in at the 
unit personnel section, nor by the officer preparing the voucher, but 
is filled in by the disbursing officer making payment. 

б. Beginning with the heading THE UNITED STATES, Dr., the 
name of the officer is entered. This should in every case have the first 
name written out in full, as “Martin C. Woodring,” and not “M. C. 
Woodriog.” This is followed by his grade, organization, serial number, 
and present station. The paragraph number, special order number, and 
headquarters which issued the order under which the officer is on duty 
at his present station are entered next. On the line below are entered 
the name of the military station or place from which he departed en 
route to duty at his present station, and the date. After the words, 
“Reported for duty at,” enter the name of the station to which he 
reported, and the date he reported. This is necessary on every pay 
voucher, regardless of how loi^ an officer stays at one station. 

c. (1) Under the heading Dependents, enter first the name of the 
officer’s lawful wife and her address. This is written as follows: “Mrs. 
Elizabeth Lee Woodrii^.” Next list the children in order of age, givii^ 
the first name and initial of each child, and whether son or daughter, 
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and the age of each child. For example: "Martin C. Woodring, Jr., 
son, age 10; Elizabeth Lee Woodring, daughter, age 7; David M. 
Woodring, son, age 3.” Names of other dependents are entered in 
the same manner. 

(2) The evidence of dependency consists of an affidavit made by the 
officer and filed with his first pay voucher. On this affidavit he simply 
states the names and ages of his dependents, and the fact that they are 
dependents. In the case of a dependent mother, a good deal more is 
involved. In this connection, consult AR 35-3420. 

d. Paragraph (6) on the pay voucher is very important. Officers are 
entitled to an increase of 5 percent of base pay for each 3 years of 
service. But it should be borne in mind that before the increase for lon- 
gevity can be paid, the disbursing officer must be furnished with a 
statement of service from the service command of origin or the War 
Department. This entry must be watched carefully from month to 
month, to be sure that when an officer passes another "fogy” date, the 
proper entry is made under paragraph (5) on his pay voucher. 

e. Under Credits, paragraph (6), enter the first day of the month 
and the year and the last day of the month and the year; for example: 
"June 1, 1942 to June 30, 1942.” (In the model voucher shown, Capt. 
Woodring is paid from May 28, 1942 to June 30, 1942, since he entered 
on active duty on May 28.) Under paragraph (7), Additional Pay, 
there is a place to enter additional pay for decorations and awards, if 
any have been awarded the officer while he was serving as an enlisted 
man; and for additional pay as an aide-de-camp, if hp is an aide. For 
details of additional pay for decorations, and awards, see paragraph 
252a. For additional pay as aide-de-camp, see AR 35-1700. Under 
paragraph (8), Pay for Mounts, see AR 35-1720. The entry under 
paragraph (9) should be the same as that under (6), giving the inclu- 
sive dates. The same applies to paragraph (10), Rental Allowance, if 
the officer is entitled to rental allowance. 

/. Officers are entitled to Government quarters for themselves and 
their dependents at their permanent station. The law provides, 
however, that if no Government quarters are available, the officer 
may be paid a stipulated sum in lieu of quarters. This is called a 
rental allowance, and is more commonly referred to as "commutation 
of quarters.” This subject is covered in AR 35-4220. Assignment of 
quarters, where available, is covered in AR 210-10. 

g. Under the heading Debits, paragraphs (11), (12), (13), and (14), 
should be entered any allotments made by the officer or any stoppages 
of pay for amounts due the United States for overpayment, lost 
property, forefeiture of pay by sentence of court martial, and so forth. 
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The amounts of allotments and stoppages are entered by the unit 
personnel section, or the disbursing oflBcer as the case may be ; and the 
amounts of credits, that is, the amounts of pay and allowances, are 
entered by the disbursing oflScer who pays the voucher. 

k Under paragraph (15) are entered the leaves of absence granted 
the officer during the period covered by the pay voucher. Follow 
instructions in the printed headings in making entries. 

i. If the officer desires that his pay check be deposited to his credit 
at his bank, he indicates that fact under paragraph (16). The date 
entered under this paragraph is the last day of the month. 

j. The officer signs the original of the voucher only. His name as 
signed should correspond exactly with the name as written at the top 
of the voucher. 

389. a. The question of whether or not an officer gets rental 
allowance hinges on whether he was assigned and occupied adequaU 
qmrters at his permanent station. The determination as to what 
constitutes adequate quarters rests with the commanding officer of 
the post. Under paragraph (17) of the pay voucher, space is provided 
for the certificate of the commanding officer to the effect that the officer 
concerned was not assigned adequate quarters at his permanent 
station. Under section 6, Act of Congress, approved June 10, 1922, as 
amended by Act of Congress, approved May 31, 1924, Public Law No. 
171, paragraph 1 (f) states: “ The term ‘ competent superior authority’ 
shall be construed to mean the officer required by regulations * * * 

to assign public quarters.” AR 210-10 provides that the post com- 
mander shall make all assignments of quarters. 

b. Up to the time of the present emergency, when most Army posts 
and stations were comparatively small, and the number of officers on 
duty at the various posts, camps, and stations who did' not occupy 
quarters on the post was normally small, the signing of this certificate 
bv the post commander or his adjutant did not impose an excessive 
burden on the post commander or the adjutant. However, with the 
very large expansion of the Army, and due to the fact that at most of 
the cantonments and camps of the Army no adequate public quarters 
are available for assignment to officers, it is readily apparent that if 
the post adjutant or the post commander were required to sign the 
pay vouchers for all or a majority of the officers on the post, the time 
consumed and the labor imposed on that one officer would be excessive. 

c, A practical solution of this problem is for the post commander to 
delegate to certain officers, by name, the authority to sign the certifi- 
cate “by authority of the post commander.” Thus, the post com- 
mander could delegate, by name, the division adjutant general or one 
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of his assistants to sign for the division staff and to regimental com 
manders or regimental adjutants, authority to sign for the ofl&cers of 
their regiments. However, such delegation must be made in writing 
and must name the officer or officers to whom such authority is 
delegated. 

390. Pay vouchers should be made in the officers* subsection of 
the unit personnel section about the 15th of each month and sent to 
each officer for signature. When returned by the officers, they should 
be presented to the adjutant for the execution of the certificate under 
paragraph (17) if the adjutant has been delegated the authority to 



OFFICER’S PAY DATA CARD RECORD QP PASnAL PAYMENTS 




sign these certificates. If this authority has not been granted, the 
vouchers should then be sent to the officer authorized to sign the 
certificate. When the certificates are signed, the vouchers should be 
transmitted to the disbursing officer not later than the 20th of the 
month. 

391. a. When an officer is transferred from one station to another, 
no transcript statement of account is needed. All commissioned 
officers, Army nurses, and warrant officers, are furnished with W. D., 
A. G. O. Form No. 77 (Officer's Pay Data Card) (see fig. 38). This 
card is to be kept on the person at all times. A transcript statement 
of account is issued only upon receipt of notice of death of an officer 
and upon receipt of notice of resignation, discharge, or dismissal of 
an officer under the provisions of paragraph 106(4), AJR 210-10, or 
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when an oflBcer is otherwise relieved from active duty. It will be 
executed in duplicate and forwarded direct to the Finance Officer, 
U. S. Army, Washington, D. C. It will be accompanied by War 
Department Form No. 35 (War Department Signature Card) certified 
by the last paying disbursing officer, or as presmbed in AR 35-1040. 

b. Upon W. D., A. G. O. Form No. 77 will be entered all essential 
data relative to pay and allowances to which the officer is entitled, 
and record of partial payments received. The data as to pay, pay 
period, length of service, and all deductions will be furnished by the 
disbursing officer at the officer’s station at the time of the receipt of 
the pay data card, upon request. This form will be kept inside 
W. D., A. G. O. Form No. 65-1 (Identification Card — Officers, Army 
of the United States). 

c. Although the information on this card is not conclusive as to 
the pay status of the officer concerned, payment wiU not be withheld 
pending the verification of the data contained on the data card. 
Upon presentation of proper vouchers, commissioned officers, Army 
nurses', and warrant officers may obtain partial payments when under 
orders for permanent change of station, either at old station, new 
station, or at any disbursing office enroute; and while on leave of 
absence, detached from permanent duty station or in other cases of 
emergency. (AR 35-1360.) 

392. In addition to the monthly pay vouchers, officers who perform 
official travel imder orders, including those initially reporting for 
duty, are entitled to mileage allowance for the travel performed. 
Mileage is paid on Standard Form No. 1071 (Mileage Voucher, 
original), which is made in duplicate. (See fig. 39.) The form Itself 
is quite simple, and its proper preparation should present no difficulty. 
Mileage vouchers are signed in the original only. The figures under 
the columns headed Computation of Amount Due are not filled in by 
the officer making the voucher but are filled in by the disbursing 
officer. Mileage vouchers for officers need be signed only by the 
officers concerned, and the officers sign the first certificate on the 
vouchers. Two copies of the order directing the travel for which 
mileage is being claimed are attached, both copies bearing the official 
stamp of the headquarters which issued the order. If impracticable 
to furnish two stamped copies, at least one stamped copy and one 
certified true copy must accompany the mileage voucher when sub- 
mitted for payment. The place from which travel is shown to have 
been performed and the place to which travel is shown to have been 
performed must agree with the points shown in the order. The place 
at which the order was received by the traveler must also be shown 
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If the voucher is paid in cash, the payee must receipt for the payment 
on the bottom of the voucher. 

893. a. When an ofl&cer is transferred from one station to another, 
he should be prepared to take the following action concerning his pay 
and allowance status: 

(1) Furnish two officially certified copies of orders assigning him to 
new station. 

(2) Furnish two officially certified copies of orders assi^ing him 
to active duty. 

(3) Give date of departure from old station and date reported for 
duty at new station under item (2), War Department Form No. 336. 

' (4) If not assigned adequate public quarters at old station, give a 
certificate of nonoccupancy of adequate public quarters. This cer- 
tificate will be furnished in duplicate by the post or station com- 
mander or by the officer authorized to certify on the pay voucher as 
to ocdupancy of quarters for the purpose of paying rental allowance. 

(5) If assigned adequate quarters at old station, give two officially 
certified copies of certificate terminating such quarters. 

(6) Check his officer's pay data card and see that it is correct and 
up to date. 

h. These should also be furnished an officer being ordered to tempo- 
rary duty at a station other than his permanent station, if the tempo- 
rary duty is to extend beyond the current month and the officer is to 
be paid by a disbursing officer at his temporary, duty station. 

Section VI ^ 

OFFICER LOCATOR CARDS 

394. Locator cards (W. D., A. G. O. Form No. 304A) are main- 
tained in the officers' subsection of the unit personnel section. These 
cards are the sarnie forms as used for enlisted locator cards, and the 
files should be maintained in the same manner. (See f^. 32.) 

Section VII 
OFFICER. ROSTERS 

395. Rosters of officers on W. D., A. G. O. Form No. 305A (Mis- 
cellaneous Report Form) will be furnished by the machine records 
unit in as many copies as desired by the regimental commander, and 
in any arrangement requested. The officers subsection should 
maintain an up-to-date roster of officers arranged alphabetically. 

396. It is an excellent plan to maintain also a visible officers' duty 
chart, hung on the wall of the adjutant's office and the unit personnel 
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Figure 40. 
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officer’s office. Such a chart is shown in figure 21. It will show at a 
glance the status of every officer of the regiment, and by the use of 
different cardboard disks will show where every officer is at any time. 

Section VIII 
CLEARANCE 

397. When an officer is relieved from active duty, is transfeired, 
goes on leave of absence for more than 10 days, or detached service 
for more than 10 days, he should be required to execute clearances. 
The clearance sheet is nothing more, than a statement in writing from 
the several Government agencies 'and instrumentalities with which 
the officer concerned may have accounts, including the unit sup- 
ply officer from whom he may have drawn Government property 
on memorandum receipt. (See fig. 40.) 
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Chapter 7 

REPORTS AND RETURNS SUBSECTION 



Paragraphs 

Section I. Morning reports 398-403 

II. Reports of change 404-407 

III. Ration returns 408-415 

IV. Monthly rosters 416-420 

V. Postal subsection 421-423 



Section I 

MORNING REPORTS 



398. Reference. — AR 345-400. 

399. Each morning, at a time specified, the company morning 
report is brought to the unit personnel section by the company clerk 
of each company or detachment of the regiment. The morning 
report goes directly to the reports and returns subsection. There 
it is carefully checked for accuracy in the remarks section and the 
strength section. 

400. Every individual working in the reports and returns sub- 
section should be thoroughly familiar with all the provisions of 
AR 345-400. The clerks checking morning reports, and the unit 
pereonnel officer, before initialing company morning reports, should 
check to see that only authorized abbrevations are used. Improper 
use of abbreviations, or use of unauthorized abbreviations, will 
seriously impede the work of the clerks making records which are 
based on morning report data. Authorized abbreviations are 
prescribed in AR 345-400 and in AR 850-150. The forms used in 
making remarks are shown in AR 345-400. 

401. After the morning report is carefully checked for accuracy, 
several abstract copies are made. These are for use of the pay roll 
group, the service record group, the report of change group, etc., as 
described in chapter 4, part two. 

402. a. The morning report then goes to the clerk charged with 
compilation of the consolidated daily strength report. This clerk 
shPuld be furnished a form, mimeographed or printed locally. This 
form should be a reproduction of the company morning report, with 
the following exceptions: Make all squares large enough to contain 
five digits; strike out column headed “Day of month”; change title of 
first column from Captains and Field Off. to read Captains; insert 
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at top of form the title Consolidated Daily Strength Report, lOOtli 
Infantry (day) (month) (year). Then at left add columns with 
the following headings, reading from top to bottom: Colonels, Lt. 
Colonels, Majors. Extend the horizontal lines to the right, so that 
a square is provided for each entry and at the extreme right on the 
horizontal lines, write in the designations of the several companies 
and detachments, beginning with Hq and Band, then Hq Co, Serv 
Co, etc. After all entries have been made, draw a double horizontal 
line below the bottom entry and write “Totals” at the extreme left. 

At the foot of each column enter the total of that colunm. Thus, 
when the form is completed, it shows the strength of the raiment in 
each grade and each cat^ory (see fig. 41). 

b. These sheets should be mimeographed or printed on 8- by 
14-inch paper. At least three copies should be made, one original 
and two carbon copies. Aftdr the report has been compiled by the 
clerk, it should be checked by the personnel sergeant major, and by 
the unit personnel officer, and should be initialed by the unit personnel 
officer. One copy should be placed on the r^imental adjutant’s 
desk not later than 1000, and another copy should accompany the 
report of change cards for the day when they are sent to division 
headquarters. The original should be kept on file, and the reports 
for each month consolidated at the end of the month for comparison 
with the strei^h report furnished by the machine records imit. 

403. After the data for the consolidated daily strength report have • 
been extracted, the company morning report goes to the clerk who 

is assigned the task of checking and consolidating ration figures. 
This prodess is described in detail in section III. After they are 
checked, the morning reports of all elements will be initialed by the 
unit personnel officer, under the date, and in the same column. 

Section II 

REPORTS OF CHANGE 

404. Reference. — ^AR 345-800. 

406; Every individual working in the reports and returns subsection 
should be thoroughly familiar with all the provisions of AR 345-800. 
This is essential if the reports of change are to be rendered accurately 
and on time. It is a basic record, and upon its accuracy and complete- 
ness depend to a laige extent the usefulness and value of the entire 
machine record keeping system. 

406. In making reports of change cards on the typewriter, clerks 
should be cautioned not to use punctuation marks. These typed 
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symbols make a deep impression in the card, often resulting in the 
introduction of errors in the machine operation. 

407. W. D., A. G. O. Form No. 303 (see fig. 42) is normally made in 
three copies or an original and two carbon copies. The original is 
sent to the machine records imit through the division or next higher 
administrative headquarters: the duplicate may be sent to the chief of 
arm or service to which the individual reported upon belongs as 
required by current r^ulations, and the triplicate is retained in the 
I unit personnel section for use and file. The triplicate is made available 
throughout the imit personnel section as the personnel officer may 




Note. — Initialed by unit personnel officer, in triplicate. Original to next higher echelon; white copy 
dispatched direct to appropriate office; buff copy retained by unit personnel officer. 

Figure 42. 



direct, so that pertinent data taken from it may be used where needed. 
^Vhen the card has served its purpose, it should be filed. 

Section III 
RATION RETURNS 



408. References. — AR 345-400, and AR 30-2210; and Circular 
No. 196, W. D., 1941 as amended and Circular No. 88, W. D., 1942> 

409. A ration is defined as the food necessary for one man for 1 day. 
A ration is divided into a number of different articles of food which 
are called components. AJl the components needed in the preparation 
of three meals, accordii^ to a predetermined menu constitute the 
complete ration. There are four kinds of ration: garrison ration, 
Filipino ration, field ration, and travel ration. The number of rations 
to which an oi^anization operating a mess is entitled is based on the 
number of men who consume tlnee meals a day in the company. In 
computing the number of rations to which a company or detachment 
is entitled, the number of men eating breakfast, dinner, or supper in 
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the company mess is added together and the total divided by three. 
The resulting figure is the number of rations to which the company or 
detachment is entitled for that day. If the resulting figure includes 
a one-third fraction, the one-third is disregarded, and the resulting 
whole number is used. If the fraction is two-thirds, it is counted as 
one, and the next whole number is used. (See also sec. II, ch. 6, 
part one.) 

410. a. The garrison ration, when authorized by the commanding 
general of the service command, is based on the money value of the 
components deemed necessary and suitable to provide an adequate 
and balanced diet for the troops. The money value is arrived at by 
the method prescribed in AR 30-2210. 

b. The garrison ration is no longer authorized, except by special 
authority granted by the commanding general of the service command, 
and the ration savings are thereby eliminated. Only the field ration 
is discussed here, and the method of computing rations for the regiment 
or similar unit. For the method of computing rations for the com- 
pany, see section II, chapter 3, part one. 

411. Under the directive contained in War Department Circular 
No. 195, 1941, a ration return form is described which differs from 
W. D., Q. M. C. Form No. 460 (Ration Return). The ration return 
is made for whatever period may be prescribed by tihe local com- 
mander. It is usually made on a 3-day basis. This system is 
adopted for the field ration, which is the kind of ration now being 
issued to most units of the Army. Under the system prescribed in 
Circular 195, the company submits a daily ration strength return, 
which includes an estimate of the number of rations to be required on 
the day of drawing rations; that is, usually 3 days after the return is 
submitted. Any overages or shortages are taken up at the next 
succeeding issue date. 

412. The unit personnel section is required to consolidate the daily 
ration strength returns of the companies, and to submit such consoli- 
dated report, together with the returns of the individual companies to 
the issuing quartermaster or unit supply oflScer. The unit supply 
officer draws the required rations for the whole regiment and makes 
issue to the several companies on the basis of the estimate made by 
each, as approved or modified by the regimental commander. 

413. Both the companies and the unit personnel officer are required 
to make a monthly ration strength return, which is based on the daily 
ration strength return and which carries the accumulated figures of the 
daily returns. No attempt is made here to discuss further the direc- 
tions given in the circular. Company commanders and unit personnel 



Digitized by Google 



286 



Original from 

UNIVERSITY OF CALIFORNIA 




ADMnnSTRATION 



TM 12-250 
413-417 



officers will be guided by its provisions in preparing and submitting 
ration returns. 

414. Company commanders and unit personnel officers should make 
every effort to anticipate changes in strength of companies during the 
period which must elapse between the date of submission of ration 
returns and the date of issue. For the first month of operation this 
figure will be based, of necessity, upon guess work; but after some 
experience has been gained, the estimates of gains and losses can be 
based on figures for previous months, modified of course by whatever 
advance information is available concerning additions to strength, and 
concerning transfers or discharges to be made. A reasonably accurate 
percentage table of expected gains and losses can be set up as a basis 
for the estimates which are a necessary part of the advance return. 

416. a. A major responsibility of the unit personnel section in con- 
nection with ration returns is a careful and accurate checking of com- 
pany morning reports. Unless the known factors of the computation 
are correctly arrived at, estimates based upon incorrect figures are 
likely to cause a material difference in the accuracy of the estimates of 
gains and losses. An error in computation will result in the company 
drawing more or fewer rations than it is entitled to, thus creating an 
overdraft or a shortage, either of which must be compensated for in 
the periodic settlements. 

b. In making estimates of strength as of a future date, company 
commanders should consider any planned transfers, any furlough 
applications which are likely to be acted upon favorably before the 
date of drawing, as well as any known accessions to strength. The 
unit personnel section in checking this estimate should also take into 
consideration available information bearing upon transfers, fimloughs, 
and accessions to strength. After the organization becomes fairly 
stable, these estimates can be made with a satisfactory degree of 
accuracy. The imponderable factors, of course, are unauthorized 
absences, sickness, and emergency furloughs. 

c. The successful operation of this system depends in a large measure 
upon close liaison and cooperation between the unit personnel officer 
and company commanders. 



Section IV 

MONTHLY ROSTERS 

416. Reference. — AR 345-900. 

417. The machine records unit furnishes a monthly roster, W. D., 
A. G. O. Form No. 305A, for enlisted personnel and officers. These 
rosters are furnished to all organizations and are prepared by the 
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machine recoFds unit serving the particular organization. The basis 
of the preparation of these rosters is W. D., A. G. O. Form No. 301 
which at all times reflects the current status of the individual. This 
card is kept cmrent through the medium of W. D., A. G. O. Form No. 
303. Correct preparation and prompt submission of reports of 
change is essential to maintaining a correct status card. Since rosters 
and strength retvjns are prepared from the status cards which are 
kept up-to-date and accurate through the report of change, care must 
be exercised in the preparation of Form No. 303 to insure accurate 
rosters and to eliminate the necessity for changing and correcting 
rosters. 

418. Changes which occur to an individual are posted on his W. D., 
.A. G. O. Form No. 304A so that a man’s present status is reflected by 

the remarks on his locator card. 

419. a. When the roster for each organization is received in the unit 
personnel section, it is checked against the locator card remarks to 
insure agreement. Errors are checked and necessary additions, dele- 
tions, and corrections are made and initialed. For procedme relative 
to the correction of rosters, see AR 345-900. 

b. Upon completion of certification and correction, each sheet will be 
appropriately numbered and certified for correctness and for the num- 
ber of sheets included. 

c. One carbon copy of the roster will be retained by the unit person- 
nel section. The remaining copies are forwarded to the originating 
machine records unit, where proper distribution is made. 

420. Since the machine records unit maintains current statistical in- 
formation relative to an individual in the form of status cards which 
makes this information readily accessible, it is possible to obtain vari- 
ous special reports and analyses from these cards. Requests for such 
information should be directed to the machine records unit through 
the same channels used for reports of change. Special reports are 
available in various forms and sequences, and include any or all of the 
following items: 

Serial number. 

Name. 

Grade. 

Arm or service. 

Type of organization. 

Organization — subunit. 

Organization — parent unit. 

Component of the Army. 
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Main civilian occupation. 

Race. 

Station. 

Duty (primary). 

Status. 

Date of last change in status. 

Military occupational specialty. 

Section V 

POSTAL SUBSECTION 

421. References. — FM 12-105; Circular No. 5, W. D., 1942 and 
Circular No. 96, W. D., 1942 as amended. 

422. a. (1) The postal sergeant and his assistants work under the 
direct supervision of the adjutant. They handle all mail, official and 
personal. When the unit is in the theater of operations or combat 
zone, incoming mail is picked up by the mail clerks of regiments or 
similar organizations at the division APO. These pick-ups of mail 
may coincide with the picking up of class I supplies. The mail clerk 
of each unit goes to the division APO each day to pick up the mail. 
He then returns' with the mail to the rear echelon of his regiment, 
or similar unit, where he distributes the mail to the company mail 
orderlies who come for it. The company mail orderlies then return 
with the mail to their respective organizations and there distribute 
it to the addressees. All mail clerks and orderlies are directed to 
deliver all mail to the addressees personally. Mail is not to be sorted 
into pigeonholes and left for the addressees to pick up; nor is it to 
be left on beds, or given to other individuals to deliver to the addressee. 
Any mail which the clerk or orderly cannot give to the addressee per- 
sonally is brought back to the unit orderly room or headquarters 
where it is placed in a safe place, securely locked, until such time as 
it can be delivered properly. 

(2) Outgoing mail is placed by the sender in a locked box which is, 
or should be, provided for this purpose. Unit and organization com- 
manders are charged with the provision of such receptacle for out- 
going mail. On their trip to the depot of the regiment or similar 
organization, aU company mail orderlies carry with them the out- 
going mail which has been placed in the organization mail boxes. 
Upon reaching the depot, they turn the mail over to the regimental 
mail clerk, and assist him in preparing the mail for dispatch. The 
regimental mail clerk then carries it to the division depot on his trip 
to pick up mail. At that point he turns it over to the personnel of 
the APO. 
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(3) The morale effect that mail has on every individual soldier 
makes the prompt collection and distribution of all mail of vitsl 
importance to every commander. 

b. When the unit is within the continental United States the pro- 
cedure is practically the same as to distribution. However, the postal 
messenger may collect the mail from the division APO at any con- 
venient time that the mail is ready for distribution. He brings it to 
the regimental headquarters mail section where it is sorted into com- 
panies. Each company appoints a mail orderly — who should be a 
responsible noncommissioned officer — who collects the company's mail 
at the regimental postal distributing point, usually regimental head- 
quarters, at designated hours. The company mail orderly does not 
receipt for registered or insured mail, but obtains a notice that such 
mail is there; he in turn gives this written notice to the addressee 
who calls for the registered or insured mail in person at the regimental 
APO. However, in the combat zone this procedure is not practicable, 
and the regimental or company mail orderly may receipt for it, and 
thus effect its delivery to the addressee. How mail is to be distributed 
within the company is an administrative matter to be determined by 
the company commander. One of the most important matters for 
company commanders and regimental adjutants is the selection of 
honest and reliable noncommissioned officers and men for the postal 
section. 

423. Official mail coming in is sorted and passed to the mail and 
distribution clerk in regimental headquarters, where it is handled in 
the manner already described. . 

а. Company mail orderlies maintain a complete roster of the mem- 
bers of their organizations, showing the forwarding address of absent 
members and whether this absence is temporary or permanent. This 
roster should be kept up-to-date, and all changes within the company 
which might affect the postal service are entered in the roster book. 
This roster book should furnish the company mail orderly with the 
forwarding address of any person who had formerly been a member 
of, or was attached to, that organization. 

б. It is the responsibility of company commanders to see that each 
new member of the company notifies his former immediate com- 
mander and his correspondents, particularly his relatives, of his new 
address. This shall be done even if the individual asserts that he 
has already done so. 

c. Regimental mail clerks are responsible for the maintenance of a 
complete set of files of addresses of all past and present members of 
the organization. It is the duty of the organization mail clerk to 
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furnish the regimental mail clerk with a temporary locator card, 
in duplicate, for each man who joins or leaves the organization, 
or who transfers from one unit to another within the organization. 
These cards are furnished within 24 hours after the change. The 
duplicate goes to the division APO for maintenance of the directory 
service. The original stays in the regimental locator card file. The 
responsibility for the provision of permanent locator cards rests with 
the unit personnel section. A complete directory service is maintained 
at the APO for all Army personnel served by it, and the permanent 
cards for the directory service are furnished by the unit personnel 
section, which receives such cards from the machine records unit. 

d. When the forwarding address is not known, mail is indorsed by the 
company mail orderly with the words “Present Address Unknown,” 
followed by the company and regiment, the date, and the initials of 
the mail orderly. A line is also drawn through the original address. 
The mail is then returned to the regimental mail clerk. If the address 
cannot be determined, he places a similar indorsement beneath that 
of the company mail orderly, and sends the mail to the APO, where 
it receives directory service. 

c. When the forwarding address is known, mail is readdressed and 
forwarded through the regimental post office in the same manner as 
outgoing mail. Care must be taken in indorsing mail that the name 
of the addressee is in no way marked or defaced. 

/. Any mail addressed to a person who is listed as “dead,” “prisoner 
of war,” “missing in action,” or in a similar category, is not indorsed 
by the mail orderly, but is turned over by him to the company com- 
mander or some officer within the company who has knowledge of the 
facts. This ofiicer indorses it by placing upon it the appropriate 
word or phrase, followed by his name, grade, and organization. The 
mail is then forwarded through regular channels to the APO. The 
final disposition of the mail will not be made by the APO, but by 
The Adjutant General. 

g. Mail will not be forwarded to patients in a field or in an evacua- 
tion hospital unless specific request for such service is received from 
the patient. Mail for a man AWOL will be retained by the company 
mail orderly until the records show the man to be a deserter. It will 
then be stamped “Moved No Address” and returned to the United 
States post office for disposition. 

h. There are no C. O. D. deliveries of mail by Army personnel, no 
special delivery service, and no general delivery service in the Army 
postal set-up. 



Digitized by Google 



291 



Origiinal from 

UNIVERSITY OF CALIFORNIA 




TM 12-250 
434-436 



ADJUTANT general's DEPARTMENT 



Chapter 8 

CORRESPONDENCE AND ORDERS SUBSECTION 



Paragraphs 

Section I. Personnel correspondence- _i 424-433 

II. General orders and special orders 434-464 



Section I 

PERSONNEL CORRESPONDENCE 

424. AR 340-15 explains in detail the forms to be used in military 
correspondence, including headings, paragraphing, authentication, 
signatures, and indorsements. Every person in the headquarters 
should become thorougUy familiar with all requirements of this 
regulation. 

426. a. The composition of letters — and, indeed, all written com- 
mimications — is one of the adjutant’s most important responsibilities. 
Correctness of form, spacing, margins, and neatness in typing are all 
important. But these are of little moment if the body of the letter or 
indorsement does not clearly express the meaning which the writer 
wishes to convey. A knowledge of the rules of syntax and good usage 
is essential, together with a clear understanding in the mind of the 
writer of the message to be conveyed. Use good, clear, concise 
English. Avoid the use of stilted, ponderous, and unusual words and 
phrases. Make the sentences short and complete. Be sure that 
sentences and paragraphs are arranged in logical sequence. Do not 
use the personal pronoim, except in an ofldcial letter concerning your- 
self; and in that case, do not refer to yourself in the third person. 

b. Always be courteous. Never, under any circumstances, resort to 
sarcasm ; be considerate of the feelings of the person to whom the letter 
is addressed. 

c. Deal with only one subject in each letter. 

d. Answer all communications within 24 hours. If the data 
necessary for the reply are not at hand and cannot be obtained within 
24 hours, the letter should be acknowledged, together with a statement 
of the reasons why an answer cannot be given and an estimate of the 
date when a reply may be expected. Remember to make the reply on or 
before that date. 

426. Be sure that an “immediate action” letter receives immediate 
action. If it cannot be answered the same day as received, then an 
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acknowledgment, also on “inunediate action” paper, should be sent 
to the writer, giving the reason for the anticipated delay , and a definite 
date upon which reply will be made. In your own headquarters use 
“immediate action” paper sparingly. Be quite sure that the subject 
matter is of such importance as to demand immediate action. This 
applies with special force when writing to a higher headquarters. 
Until you have acquired experience, it is a good plan to show all 
“immediate action” letters, both received and to be sent, to the 
executive or commanding officer. When replying to an “immediate 
action” letter by indorsement, be sure that the first sheet of your 
indorsement is also “immediate action” paper. 

427 . Do not reveal the contents of an official communication to any 
persons other than those concerned. Also, be sure that persons on duty 
in your headquarters understand that they must not reveal the con- 
tents of any official communication, nor discuss outside of the office any 
knowledge which comes to them incident to their employment in the 
headquarters. 

428 . See that indorsements and inclosures are arranged in the proper 
sequence prescribed in the regulations. Insist that the exact, pre- 
scribed form be followed in the preparation of every letter and indorse- 
ment. Require that every correspondence clerk keep a copy of AR 
340-15 on his desk for ready reference, and make frequent use of the 
dictionary. Require the sergeant major or his assistant to check every 
letter for correctness of form, spelling, and syntax; then check it 
yourself — at least until correct usage has been established. 

429 . Write only when necessary. Within your own organization, 
use correspondence as little as possible. Use the telephone, or make a 
personal call instead. Unless the matter is disciplinary in nature and 
a formal record is required, the informal method of communication is 
best. The same fundamental may be applied in communicating with 
the division headquarters. The division adjutant general would 
usually rather answer a question over the telephone or by an informal 
reference sheet or note. Records may be and often should be made of 
telephone conversations, and such informal memoranda may be filed. 

430 . What is written above about letters applies also to indorse- 
ments. There are a few other precautions concerning indorsements. 
One is against the use of the phrase: “You will explain by indorsement 
hereon why . . .” Such phraseology is almost sure to engender re- 
sentment in the person to whom the communication is addressed. You 
would not, under any circumstances, address such a communication to 
anyone not under the command of your own commander. When a 
matter becomes so aggravated as to warrant such phraseology, you will, 
if you are wise, obtain the necessary explanation verbally, always 
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remembering to use tact, with firmness. If a reprimand is needed, 
remember that only the commanding oflficer himself may administer a 
reprimand. That authority may not be delegated to any member of 
the staff. An experienced adjutant may exert pressure — may convey 
to another officer that the commanding officer is displeased with an 
apparent failure or derehction — but he should be very wary of putting 
such expressions in a letter or indorsement. 

431. A word of advice is appropriate about the authentication and 
signatime of letters and indorsements. If a letter or indorsement is 
going down in the chain of command, it is authenticated by use of the 
phrase; “By order of Colonel DOE,” with the signature of the adju- 
tant just below that line. If it is going up, that is to division, corps, 
service command, or the War Department^ the authentication should 
be: “For the Commanding Officer,” with the adjutant's signature 
following. Some commanding officers wish to sign all communicatioDs 
going up, but the general practice is for the adjutant to s^ all com- | 
munications except those concerning major policy or a highly confi- 
dential matter or those pertaining to disciplinary action or censure of | 
an officer. In any case, when you sign a communication as adjutant, i 
your typed name appears below your signature, your grade and arm 
on the line below that, and the word “Adjutant” below that. The 
assistant adjutant may sign for you; in which case, his name, grade, 
and arm are typed, with the words “Asst. Adjutant” on the bottom 
line. 

432. Do not use the term “we” in official communcations. In re- | 
ferring to the regimental commander’s wishes or desires, use the ex- 
pression “the commanding officer” or “this headquarters,” if the letter 
is going up. 

433. The following check list will be found useful.* (See AR 340-15.) 

a. Paper. — Use only standard letter-size paper (8 by 10% inches). 

Use bond paper for first sheet and onion skin or tissue paper for carbon 
copies. 

h. One side of sheet— JJso only one side of sheet in all communica- 
tions, except for prescribed forms and mimeographs or other repro- 
duced matter. 

c. Copies. — Unless instructed otherwise, make two carbon copies 

of both letter and indorsements. More copies are required imder | 
special conditions. ! 

d. Margins. — On the first page, always leave a margin of 1 inch at 
the top and bottom (exclusive of page number), IJi inches on the left 
of the page, and % inch at the r^ht. The second and succeeding 
pages should have a l)^-inch margin at the top. 
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e. Heading. — If the letterhead is not printed and it is necessary to 
type the heading, center it on page, top line 1 inch from upper edge, 
arranging the words on each line so that the same amount of space 
appears on each side. 

/. Post office address and date. — Type the post oflSce address two 
spaces below the lower line of the headquarters designation and at the 
right side of the sheet so that it ends about % inch from the right edge 
of the paper. Type the date on the next line. 

g. File number. — Type the file number beginning lYt inches from 
the left edge of the sheet and on a line with the date. The words 
“In reply refer to” usually appear on printed letterheads and may be 
placed above the file number on typed letterhead. 

k. Identifying initials. — If identifying initials are used, they should 
be typed to the right of the first line of the heading and so spaced 
that they will end on the right margin. 

i. Subject, — Type the word “Subject” followed by a colon, three 
spaces below the file number. The subject of the letter, very briefly 
stated, should follow on the same line. If there are several letters on 
the same general subject, the same subject designation should be used 
on all, for convenience in filing. 

j. Address. — Type the word “To,” followed by a colon, three spaces 
below the word “Subject.” Then type the name, grade, and official 
designation of the addressee on the same line. On the next line, type 
the location of the addressee. 

k. Body of letter. — Begin the first paragraph below the upper one- 
third of the sheet, so that the body of the letter will begin near the 
first crease when the letter is folded for mailing. 

l. References. — When referring to Army Regulations, general orders, 
bulletins, circulars, and so forth, include the paragraph number, 
section number, title and number, and date. Whpn referring to 
letters and indorsements, include as much of the following as is 
necessary to insure easy identification: symbol, file number, subject, 
and date of communication. These generally appear in the first 
paragraph where used to explain the purpose of or authority for the 
letter. 

m. Numbering of paragraphs. — Number the paragraphs of a letter 
in single series, beginning with figure 1, indented five spaces. Letter 
subparagraphs with underscored lower-case letters, beginning with 
a. The letter designating the subparagraph is placed directly beneath 
the numerical designation of the paragraph, except where the first 
such division is likewise the first part of the paragraph. If subpara- 
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graphs are further divided, indicate the subdivisions with figures in 
parentheses, beginning with (1), indented an additional five spaces. 

n. Spacing. — Single space within each paragraph and each sub- 
division thereof. Double space between paragraphs. A letter of 
less than eight lines may be double spaced. 

0 . Typewritten sigruUure. — Type in capital letters the name of 
the writer. This should be placed to the right of the center of the 
page and five spaces below the last paragraph or authority for the 
letter, such as “By command of:” in the case of a staff officer signing 
for his commander. Type the grade, organization, and arm or service 
of the signing officer, on the line below the typewritten signature. 
If the writer is an enlisted man, type his first name, middle initial, 
last name, and serial number on one line, his grade, company, and 
unit on the line below. 

p. Written signature. — Write signature plainly and legibly with 
pen, or when necessary, with indelible pencil; but never use facsimile. 

q. Noting inclosures. — Make notations concerning inclosures on 
the face of the letter, opposite the signature, beginning with the 
left writing margin. Make notations concerning inclosurns added 
or withdrawn in same place. 

r. Indorsements. — Place the first written or stamped indorsement 
H inch below the lowest element of the preceding matter on the 
same page. Succeeding written indorsements follow, with a space 
of }i inch between indorsements. Stamped indorsements are placed 
two in line parallel to the bottom of the page. 

s. Arrangement. — Except for filing, arrange the several parts of 
the letter in the following order: 

(1) Original with pages in numerical sequence, followed by original 
indorsements in numerical sequence, except that the last indorsement 
with its copy will be on top with pages in numerical sequence. 

(2) Carbon copies, if any, of the basic communication, followed 
by all copies of indoisements, except the last, in numerical sequence. 

(3) Inclosures in numerical sequence. 

(4) For filing purposes the several parts will be arranged in the 
same manner and fastened together, except that the last original 
indorsement will follow immediately the other original indorsements. 

t. Numbering pages. — Number each page in the center, % inch 
from the bottom of the sheet, A single page letter will be numbered. 

u. Fastening. — Fasten secmely against casual separation of parts, 
and to permit intentional separation without mutilation. 

V. Inspection. — Inspect the finished communication, checking the 
following points: 
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(1) Margins. 

(2) Numbering and indentation of paragraphs. 

(3) Page numbering. 

(4) Correct spelling and punctuation. 

(5) Correct names and serial numbers. 

(6) Correct references. 

(7) Inclosures noted and properly listed on letter. 

(8) Inclosures properly marked as such. 

(9) Original communications, indorsements, carbon copies, and 
inclosures arranged in proper sequence. 

w. Folding . — Fold in three equal sections parallel with the bottom 
of the letter paper. The lower section is folded over the face of the 
letter. The top section is folded toward the back of the letter. 

Section II 

GENERAL ORDERS AND SPECIAL ORDERS 

434. AR 310-50 is the basic regulation on the subject.’ It should 
be read, studied, and kept handy for constant reference. 

436. The two classes of orders with which a regimental adjutant is 
most concerned, from the standpoint of their preparation, are general 
orders and special orders. One type of general orders and one type of 
special orders have already been shown in paragraph 178. General 
orders will contain matters of importance which are directive in 
nature, g( leral in application, of permanent duration, and not readily 
susceptible of immediate incorporation in established forms of regula- 
tions. Note that phrase “general in application.’’ A general order 
concerns the entire command. Everybody must comply with it. 
Special orders are those orders which concern individuals or groups of 
individuals constituting parts of a command. The assignment, reas- 
signment, transfer, promotion, and separation of individuals are accom- 
plished by special orders. Special orders are also used to place officers 
and enlisted men on special duty and detached service; to appoint 
boards of officers, and courts martial. Letter orders may be directed 
to, and apply to, one or more individuals constituting part of a com- 
mand. Courts martial are appointed in special orders, but their ap- 
proved findings and sentences are promulgated by general court- 
martial orders and special court-martial orders, depending upon 
whether a general or special court martial is concerned. Findings of 
summary courts are not published. 

436. a. Within the regiment, regimental special orders are used to 
effect the promotion of enlisted men to noncommissioned grades, and 
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to announce the demotion of enlisted men; to appoint boards of officers; 
to grant leaves of absence to ofl&cers, within the time limits prescribed 
by higher authority; to place officers and enlisted men on special duty 
and detached service, where such detached service is for the officers’ 
own convenience and does not involve travel at Government expense. 
A regiment, serving with and as a part of a tactical division, or as a unit 
of a post or station, does not issue orders involving travel at Govern- 
ment expense for either officers or enlisted men, unless in special cases 
it is specifically directed to do so by higher authority. 

h. Special orders are numbered serially begining with the number 1 
for each calendar year or with the day of activation of the headquarters. 
General orders are numbered in the same manner, except that general 
orders are usually divided into sections indicated by Roman numerals. 
The paragraphs within each section are numbered serially beginning 
wdth 1, and Arabic munbers are used for paragraphs. 

437. Military orders — including general and special orders, general 
court-martial orders, special court-martial orders, orders, memoranda, 
circulars, and bulletins — must contain four parts: the heading, the 
title or designation, the body, and the authentication. Each of these 
components may and usually does contain more than one element. 

438. The heading consists of three parts: the headquarters from 
which the communication emanates, the location of the headquarters, 
and the date. In some headquarters it is the practice to include in 
the second line the name of the office of the commanding officer. 
However, as the headquarters of any organization is the office of the 
commanding general or the commanding officer, that subordinate 
designation is commonly used only for those communications which 
are signed by the commanding officer personally. Example: 

HEADQUARTERS 100th INFANTRY 
FORT DIX, N. J. 

October 24 , 1942 . 

439. The title or designation shows the class of order, and the 
number in series. Example: 

GENERAL ORDERS 

NO. 9 . 

440. The body of the order is its most important part. In either a 
general or a special order, the body of the order may contain any num- 
ber of paragraphs, numbered serially from 1 in special orders, and 
numbered serially within each section in general orders. 

441. There is one fundamental rule, evolved by time and experience, 
which governs the composition of orders — all orders must be deaf. 
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concise, and subject only to that interpretation desired by the commander. 
The problem is bow to attain that ideal of clarity and conciseness. 
Two processes are involved, the mental and the mechanical. The 
first involves a clear understanding of what is desired; the second, a 
choice of words and phrases, arranged in logical sequence and cor- 
rectly punctuated, to convey the commander’s desire in the clearest 
and most forceful manner. 

442. Pass now to the authentication, and then come back to the 
body. The authentication must invariably contain the name of the 
commander who issued the order. If it is a colonel, a lieutenant 
colonel, or a major commanding the regiment, the “by line” would 
be “By order of Colonel So-and-So” (or “By order of Lieutenant 
Colonel or Major So-and-So”) with the name of the officer written in 
capital letters. Just the last name — not Colonel John J. Doe, but 
Colonel DOE. Do not use such phrases as “ By order of the regimental 
commander,” or the “post commander,” or “by command of the 
division commander.” If the commander is a general officer, the 
“by line” is “By command of Major General ROE,” with the general’s 
name in capital letters, and only the last name. 

443. a. Consider now the body of the order. It is that one of the 
four components which tells what is to be done, who is to do it, when, 
where, how, and why. Remember Kipling’s Six Honest Serving Men: 

“I keep six honest serving men 
(They taught me all I knew) ; 

Their names are Whit and Why and When 
And How and Where and Who ...” 

6. All those six essential elements must be expressed or implied in the 
body of a special order. Under peacetime practice, orders were often 
verbose, heavy with qualifying phrases and with clauses which left 
nothing implied, nothing unsaid which could possibly leave a loophole 
for misunderstanding. Now, however, under the pressure of actual 
war and the urgent necessity for “streamlining” every administrative 
procedure, a shorter form has been adopted, using abbreviations and 
symbols in the place of stock phrases and words. While the shorter 
form of orders is to be used wherever possible, the fundamental factors 
which govern all military directives must not be violated. That 
fundamental, as already stated, is: all orders must be clear, concise, 
and subject only to that interpretation desired by the commander. 

444. a. The new form for special orders is prescribed in AR 310-50.* 

b. It also provides for a system of block paragraphing to obviate the 

use of identical opening phrases in orders affecting more than one person. 
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c. The new system does not change the other three component parts 
of a special .order, except that the authorized abbreviations in the 
heading and authentication may be used. 

d. Every administrative officer should familiarize himself with 
AR 310-50. 

e. Below are given two specimen orders. The first is written in the 
long form; the second in the abbreviated form, imder the provisions of 
AR 310-50. In the long form, those words or phrases which constitute 
one of the six elements — the six honest serving men — ^are separated 
by a diagonal line (/) and above the phrase is written the element 
which that word or phrase represents. In the short form the same 
method is followed, with the element italic type where it is expressed, 
and inclosed in parentheses, roman type, where it is implied. 

(1) Example No. 1, long form. 

HEADQUARTERS 66TH MOTORIZED DIVISION ! 

Fort Jackson, 8. C. 

1 September 1942 ^ 

SPECIAL ORDERS 
NO. 209 

Why 

1. In Compliance with letter, The Adjutant General's Office, dated May 21, 
1942, Subject: Student Officers, Adjutant General’s School, file AG 320.4 AG School 

Who What 

(0-MA-M) / Captain JAMES A. HARDY, 0-346678 A G. D., / wffl proceed from ; 
Where When 

this station / to Fort Washington, Md., / to arrive thereat not earlier than June 5 

What (£d time) 

and not later than Jime 7, 1942, / reporting upon arrival to the Commandant, Adju- 

Why {M time) 

tant General’s School, / for temporary duty for a period of approximately eight (8) 
weeks, as student, Administrative Course, / and, unless sooner relieved, will upon 

What {Sd time) 

completion of the course of study, return to his proper station. The travel directed 

How 

is necessary in the military service. / FD 34 P 434-02 A 0425-23. 

By Command of Major General STOUT: 



OFFICIAL: 



It/ THOMAS J. HILL, 

Colonel, General Staff Corps, 

Chief of Staff. 



• la/ Robert B. Kelly 

Itl ROBERT B. KELLY, 

Lieutenant Colonel, Adjutant General’s Department, 
Adjutant General. 
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(2) Example No. short jorm. 



HQ 65th MTZ DIV 



SO 209 



Ft Jackson S C 
1 September 1942 



Why Who 

1. In compliance Itr AG 320.4 (0-MA-M) 21 May / CAPT. JAMES A 
Whai Where When Why {2d time) 

HARDY 0345678 AGD / WP / Ft Washington Md / to rpt 7 June / temp dy stu 

When {2d time) What {2d time) What {Sd time) 
AG Sch approx 8 weeks / upon completion / course (Administrative) / will return 
How 



proper sta. TDN / FD 34 P434r-02 A 0425-23. 



By command of Maj Gen STOUT: 

/t/ THOMAS J. HILL 
Col GSC 
CofS 

Official 

/s/ Robert B. Kelly 
/t/ ROBERT B. KELLY 
Lt Col AGD 
Adj Gen 

/. This order is reduced from nine typewritten lines in the long form, 
to foul* lines in the short form, thus saving five lines of type, the time 
of the writer and the time of the reader. 

g. The date in this special order is written: day, month, year — to 
conform to style used in War Department special orders. Throughout 
this pamphlet, this style is used for special orders; but the conven- 
tional style (month, day, year) is used in general orders, letter orders, 
and correspondence. Neither style is prescribed by Army Regulations. 

446. If several changes in assignments and duties are to be directed 
in the same special order, the block system of paragraphing is used. 
The example below shows how the order given above would appear in 
a block paragraph. (The heading, designation, and authentication 
are not given, since they would be the same as in example No. 2). 



1. The following changes in assignments and duties are directed. WP and 
return to proper sta as directed. TDN. FD 34 P434-02 A 0425-23. 



Name 


Nature of 
change 


Assgd or atchd to 


Auth 


CAPT. JAMES A. 


DS ap- 


AG Sch Ft Washington 


Ltr AG 320.4 


HARDY 0345678 


prox. 8 


Md. ; will return to 


(0-MA- 


AGD. 


weeks. 


proper sta upon com- 


M) 7-21- 






pletion course. 


42. 
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446. Any number of officers or enlisted men, or both, might be 
included under the same paragraph number of this special order. The 
procurement authority numbers shown cover travel on temporary 
duty. If any of the officers or men are being ordered to make a 
permanent change of station, the procurement authority numbers for 
that change would be included with those already listed. In the 
example above the nature of the change is given as “DS approx 
8 weeks.” DS means detached service, and is a commonly used 
abbreviation or symbol. 

447. There is still another way in which the same directive might 

be expressed in orders. Take «xample No. 2 above, and put the 
first part last. Start the order as follows: “CAPT. JAMES A. 
HARDY 0345678 AGD WP * * and after citing the procure- 

ment authority, put in the authority for issuing the order in this 
manner: “Auth:LtrAG ♦ ♦ ♦ etc.” Many adjutants and com- 

manding officers prefer this method of indicating the authority under 
which the order is issued. 

448. Present regulations require that orders issued in the field which 
direct travel, must cite the* authority under which the order is issued, 
unless such authority is expressly delegated to the commander issuing 
the order. This authority has been extended by the War Depart- 
ment to commanders of service commands, departments, armies, 
defense commands, and certain other agencies of the War Department, 
but has not been extended to include commanders of tactical divisions. 
The reguJatidns also specifically require that when an order is issued 
in compliance with a directive of The Adjutant General, The Adjutant 
General’s directive must be cited. 

449. a. When the local commander has what might be termed 
“original jurisdiction” to direct a thing, he may issue an order direct- 
ing that thing without citing authority. For example, the Army 
Regulations give a regimental commander authority to grant leave 
of absence for not more than 1 month to those officers under his com- 
mand. It is therefore not necessary for him to cite any authority 
when he grants leave within the limits imposed on him by Army 
Regulations, unless higher authority, such as a division commander, 
has issued instructions curtailing the privilege of the regimental com- 
mander to grant leaves. The same rule applies to post and other 
commanders to whom Army Regulations grant blanket authority to 
direct certain things. 
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b. Some examples of the application of these rules are: 

(1) Order granting leave of absence. 

(а) Old form: “Under the provisions of AR 605-115 leave of absence 
for ten days effective on or about June 10, 1942, is granted to Captain 
PAUL A BROWN 0-00000 Inf.” 

(б) New form: “Lv of absence is granted: 

“CAPT PAUL A BROWN 000000 INF 10 days eff on or about 
10 June.” 

(2) Order appointing line of duty board on enlisted man injured in 
automobile accident. 

(а) Old form: “Under the provisions of paragraph lc(4)(6), 

AR 345-415, a board of officers is appointed at this station to meet 
at the call of the senior member thereof for the purpose of investi- 
gating, reporting upon and determining the line of duty status of 
Pvt * *, and so forth.” 

(б) New form: “A bd O is aptd to determine LDS of Pvt * * 
injured in automobile accident 1 June, and so forth.” 

(3) Order assigning newly arrived officer to unit. 

(a) Old form: “Captain PAUL A. BROWN 0-00000 having re- 
ported for duty in compliance with paragraph 19, War Department 
Special Orders No. 147, dated May 27, 1942, is hereby assigned to 
the 100th Infantry and wiU report to the commanding officer thereof 
for duty.” 

(b) New form: “CAPT PAUL A BROWN 000000 INF is asgd 
to 100th INF.” 

460. Examples of orders given show the allotment when the order 
directs travel. What are allotments and why are they used in travel 
orders? The subject of allotments has given rise to much confusion 
and uncertainty in the field. Recognizing this fact, the War Depart- 
ment has greatly simplified the system of allotment numbers. Under 
the system of showing allotments adopted by section II of Circular 
No. 206, W. D., 1942, as amended. War Department appropriations 
for travel were designated as “Finance Service, Army, 1942 and 1943.” 
The allotment symbols “FD 31, 32, 33, 34, and 35,” were adopted as 
the basic symbols for travel of the Army. Only one symbol is used 
to indicate purpose and object of expenditure vmder the several allot- 
ment number symbols, and this one symbol is followed by the appro- 
priation number as established by the Treasury. Here is how it is 
set forth in Circular No. 206, W. D., 1942, as amended: 



II.. .Allotments . — Under the provisions of paragraph 5, AR 35-840, the 
following allotments for the fiscal year 1943 are announced for the information 
and guidance of all concerned, and in the preparation of vouchers for payment 
under any of the within published allotments, the statement required for sup- 
porting papers by paragraph 86, AR 35-840, will be omitted. 
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ADJUTANT GENERAL DEPARTMENT 
1. Finance Sendee, Army, 1042-43 (P. 8., A.). — a. 

Appropriation Allotment Purpose 

Finance Service, FD 71 P 411-01 Pay and allowances of officers.^ 

Army, 1942-43 A 0425-23. 

(F. S., A.) FD 72 P 412-01 Pay and allowances of warrant 

A 0425-23. officers. 

FD 73 P 413-01 Pay and allowances of Army nurses. 

A 0425-23. 

FD 74 P 414-01 Pay and allowances of enlisted men, 

A 0425-23. other than Philippine Scouts.* 

FD 75 P 415-01 Pay and allowances of Philippine 

A 0425-23. Scouts, enlisted. 

FD 76 P 416-01 Pay of retired officers. 

A 0425-23. 

FD 77 P 416-01 Pay of retired warrant officers. 

A 0425-23. 

FD 78 P 416-01 Pay of retired Army nurses. 

A 0425-23. 

FD 79 P 416-01 Pay of retired enlisted men, other 

A 0425-23. than Philippine Scouts. 

FD 80 P 416-01 Pay of retired Philippine Scouts, 

A 0425-23. enlisted. 

FD 81 P 417-01 Pay and allowances of contract 

A 0425-23. surgeons. 

FD 82 P 418-14 Interest on soldiers' deposits. 

A 0425-23. 

FD 83 P 418-07 Payment of exchange. 

A 0425-23. 

FD 84 P 418-01 Premiums of Government life insur- 

A 0425-23. ance. 

FD 85 P 418-13 Foreign claims under Public Law 

A 0425-23. 393, 77th Congress. 

FD 86 P 419-01 Pay and allowances of prisoners of 

A 0425-23. war. 

FD 87 P 419-01 Allowances of internees. 

A 0425-23. 

FD 92 P 422-01 Pay and allowances of Women's 

A 0425-23. Army Auxiliary Corps. 

1 Limited to specific authorizations by the Commanding General, Army Air Forces, as to the number 
(man-years) of nonflying oflScers of the arms and services with the Army Air Forces on flying pay, and by 
the Chief of Finance as to all other nonfiying ofllcers. 

* Limited to specific authorizations by the Commanding General, Array Air Forces, as to the number 
(man-years) of enlisted men rated as air mechanics or placed on flying duty. 
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Appropriation 


Allotment ^ 


Purpose 


Finance Service, 


FD 31 P 431-99 » 


Permanent change of station 
Travel of military and uniformed 


Army, 1942-43 


A 0425-23. 


civilian personnel (including trans- 


(F. S., A.) 




portation of dependents, baggage, 




FD 32 P 432-99 » 


and private mounts, and packing 
and crating of baggage) not in- 
cident to troop movements. 

Travel of civilian employees (includ- 




A 0425-23. 


ing transportation of dependents 




FD 33 P 433-99 » 


and baggage, and packing and 
crating of baggage) not incident to 
troop movements. 

Travel of military, uniformed civil- 




A 0425-23. 


ian personnel, and civilian em- 






ployees (including dependents, bag- 
gage, and private mounts, and 
packing and crating of baggage) 






incident to troop movements, and 
including other expenses such as 
rental of camp sites and local 
procurement of communication 
service, fuel, and light and water 
services, tolls and ferriages, gas 
and oil, baggage car conversions, 




FD 34 P 434-99 » 


and packing and crating and 
transportation of organizational 
impedimenta, including animals 
and messing equipment. 

Other than permanent change of station 

Travel of military and uniformed 




A 0425-23. 


civilian personnel, including troop 




FD 35 P 435-02 


movement expenses on temporary 
duty status. 

Travel of civilian employees. 




A 0425-23. 

FD 89 P 441-01 


Expenses of courts-martial. 




A 0425-23. 





* Specific purpose numbers will be substituted for P 90 as follows: 

01 Personal services. 

02 Travel. 

03 Transportation of things. 

04 Communication services. 

06 Rents and utility services. 

07 Other contractual services. 

08 Supplies and material. 
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Appropriation 


Allotment 


Purpose 


Finance Service, 


FD 90 P 461-07 A 


Other than permanent change of 
station — Continued. 

Rewards and expenses for appre- 


Army, 1942-43 


0425-23. 


hension of deserters, escaped 


(F. S., A.) 




military prisoners, and those 




FD 91 P 451-11 A 


A. W. b. L. 

Donations to dishonorably dis- 




0425-23. 


charged enlisted men on release 


Foreign Service Pay 


FD 800 P 424r-07 


from confinement and to those 
discharged for fraudulent enlist- 
ment. 

Payment of losses sustained by offi- 


Adjustment, Ap- 


A 1000-3. 


cers, enlisted men, and employees 


preciation of For- 




of the War Department while in 


eign Currencies 




service in foreign countries, due to 


(War) (F. S. P. 




the appreciation of foreign curren- 


A.). 




cies in relation to the American 


Pay of the Army 


FD 108 P 410-13 


dollar. (Act March 26, 1934 (48 
Stat. 466), as amended by act 
August 14, 1937 (50 Stat. 641).) 
Repayment of enlisted men’s deposits 


Deposit Fund. 


A 8910-N. 


on discharge. 



b. Travel of personnel not specifically covered will be charged to serial number 
as follows: 

(1) Applicants for enlistment, rejected applicants, rejected regis- 
trants, discharged military personnel, and military personnel ordered 



to, or relieved or released from active duty FD 31 

(2) General prisoners FD 31 

(3) Prisoners of war and internees FD32 

(4) Civilian witnesses and reporters FD 35 



(6) In all other cases, charge serial number most closely related. 

c. No estimate of cost will be required by officers issuing travel orders or in- 
curring obligations under allotments published in this circular and no report of 
obligations thereunder will be made to the War Department. 

d. The procedure herein outlined is to reduce the administrative detail in the 
field incident to travel of the Army. However, field commanders will take 
proper measures to prevent abuses by subordinates of travel at Government ex- 
pense. This control of travel will not be on a cost basis but will be accomplished 
as a command function to see that only travel necessary to the war effort is per- 
mitted. 
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2. Supplies and Transportation, 1942-43, Army (8. A T., A.). — a. 



Appropriation Allotment 



Supplies and Trans- QM^l P 411-07 A 
portation, Army, 0502-23. 

1942-43 (S. d: T., 

A.). 

QM 2 P 411-07 A 
0502-23. 

• 

QM3P411-07A 

0502-23. 

QM 4 P 411-07 A 
0502-23. 



QM 5 P 411-07 A 
0502-23. 

QM 6 P 411-07 
A 0502-23. 

QM 7 P 411-07 
A 0502-23. 



QM 31 P 131-08 
A 0502-23. 

QM 32 P 131-08 
A 0502-23. 



Purpose 

Communication of rations or meals to 
enlisted men when not in travel 
status, other than those covered 
below. 

Commutation of rations to enlisted 
men on recruiting duty when not 
in travel status. 

Meals for enlisted men on recruiting 
duty, recruits, and applicants for 
enlistment when not in travel status. 

Commutation in lieu of subsistence 
(except for enlisted men on re- 
cruiting duty and detached duty, 
recruits, and applicants for enlist- 
ment), for sick in hospitals, and 
for enlisted men on duty at the 
Army and Navy General Hospi- 
tal, Hot Springs, Ark. 

Commutation of rations at $1.00 
per day for aviation cadets. 

Commutation in lieu of subsistence 
for enlisted men while on fur- 
lough. 

Commutation of rations or meals 
furnished enlisted men for which 
reimbursement will be made by 
the enlisted man. 

Citizens^ outer clothing to be issued 
to soldiers discharged otherwise 
than honorably. 

Commutation of clothing to warrant 
officers of the Army Mine Planter 
Service. 
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Appropriation 



Allotment 



Purpose 



Burial expenses of officers and enr 
listed men and of civilian em- 
ployees of the War Department 
who die abroad^ on Army trans- 
portSy or while accompanying 
troops in the field {act of May 17 y 
19S8), 



Supplies and Trans- 
portation, Army, 
1942-43 (S. & T., 
A.). 



QM 13 P 443-03 "Transportation of remains and 
A 0502-23. going transportation of escort. 

Note. — 1. An officer or warrant officer escort 
must use this transportation and may also claim 
5 cents per mile chargeable to QM 13 P 443-02 
A 0502-23. 

2. When round trip transportation of escort is 
involved, one-half of the transportation,' exclusive 
of pullman, is chargeable to this allotment and 
one-half to QM 13P 443-02 A 0602-23. 

3. An officer or warrant officer is also entitled 
to 6 cents per mile both wa3^, chargeable to QM 13 
P 443-02 A 0502-23. 



QM 13 P 443-02 
A 0502-23. 



QM 13 P 443-04 
A 0502-23. 

QM 13 P 443-05 
A 0502-23. 

QM 13 P 443-10 
A 0502-23. 



Return transportation of oflScers, 
warrant officers, enlisted men, 
civilian employees, or relatives 
when acting as escorts. 

Mileage of officers and warrant officers 
both ways when acting as escorts. 
Travel allowances both ways for 
enlisted men and civilian em- 
ployees when acting as escorts. 
Pullman fares both ways for enlisted 
men, civilian employees, or rela- 
tives when acting as escorts. 
(Officers and warrant officers are 
not entitled to pullman accom- 
modations.) 

Cost of telegrams in connection 
with disposition of remains. 
Temporary grave sites, rental of. 

Grave sites, procurement of. 

Note.— -These authorizations cover the rental 
of temporary burial sites and procurement of 
grave sites in sections of commercial cemeteries 
set aside for Army burials. There is a distinction 
between the above items and QM 13 P 443-07 
A 0502-23, covering the cost of grave sites which 
are included as a part of the $50,00 allowance for 
funeral expenses at destination of remains. 
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Appropriation 


Allotment 


Purpose 




• 


Burial expenses of officers and en- 
listed men^ etc, — Continued. 


Supplies and Trans- 


QM 13 P 443-07 


Contractual service for preparation 


portation, Army, 


A 0502-23. 


of remains for shipment home or 


1942-43 (S. & T., 




for interment in a post or national 


A.). 




cemetery. 






' Interment expenses, not to exceed 
$50, such expenses to be limited 
to the following: 






1. Hearse hire for remains from 
railroad station at destination to 
first place of delivery. 

2. Hearse hire for remains and 
transportation for immediate rela- 
tives to cemetery. 

3. Services of minister. 

4. Cost of grave site in private 


1 

i 


■ 


cemetery. 

5. Opening and closing grave. 

^ Recovery of bodies. 

Settlement of claims by the General 
Accounting Office for reimburse- 


) 




ment of expenses in connection 
with disposition of remains. 

Authorized expenses in connection 
with disposition of remains of 
deceased civilian officer or employee 
of War Department who dies while 
traveling on official business within 




1 

QM 13 P 443-03 


continental limits of United States^ on 
travel status outside continental limits 
of United States y or on assignment to 
a post outside the United StateSy pur- 
suant to act of CongresSy approved 
July 8y 1940y and regulations pre- 
scribed in Executive Order No, 8557 y 
September SO, 1940, 

Transportation of remains of deceased 




A 0502-23. 


employees, including transporta- 


• 




tion, packing and crating of personal 




QM 13 P 443-02 


and household effects of employees 
and dependents. 

Transportation of dependents. 




A 0502-23. 





See footnote at end of table. 
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Appropriation 


Allotment 


Purpose 






Authorized expenses in connection 
with dispositon of remains^ etc.— 
Continued. 


Supplies and Trans- 


QM 13 P 443-04 


Telephone, telegraph, radio, and 


portation, Army, 


A 0502-23. 


cable service. 


1942-43 (S. A T., 


QM 13 P 443-07 


1 Preparation of remains. 


A.). 


A 0502-23. 


Disposition of remains of prisoners of 
wary of interned alien enemies^ and 
of other persons in Army custody 
whose status is determined by the 
Secretary of War to be similar to 
prisoners of war, who die while in 
Army custody. 




QM 13 P 443-07 


For the preparation, under contract 




A 0502-23. 


with undertakers, of remains in the 
various service commands in the 
United States for local burial. 

* Necessary interment expenses, not 
to exceed $50 (act May 17, 1938), 
such expenses to be limited to 
the following if and when necessarj : 




QM 13 P 443-07 


1. Hearse hire for remains and 




A 0502-23. 


transportation for immediate rela- 
tives to cemetery. 

2. Services of a minister. 

3. Cost of gi'ave site in private 
cemetery. 

4. Opening and closing grave. 
Transportation of things 




TS 500 P 481-03 
A 0502-23. 


Quartermaster Corps property. 




TS 501 P 481-03 
A 0502-23. 


Ordnance Department property. 




TS 502 P 481-03 
A 0502-23. 


Corps of Engineers property. 




TS 503 P 481-03 
A 0502-23. 


Signal Corps property. 




TS 504 P 481-03 
A 0502-23. 


Army Air Forces property. 




TS 505 P 481-03 
A 0502-23. 


Medical Department property. 


See footnote at end of table. 
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Appropriation 


Allotment 


Purpose 






Transportation of things — Continued. 


Supplies and Trans- 


TS 506 P 481-03 


Chemical Warfare Service property. 


portation, Army, 


A 0502-23. 




1942-43 (S. & T., 


TS 507 P 481-03 


Finance Department. 


A.). 


A 0502-23. 






TS 508 P 481-03 


Mixed shipments of property not 




A 0502-23. 


pertaining entirely to one supply 
service not incident to troop move- 
ments, and/or property not other- 
wise listed. 



1 When these services are performed other than by contract, the applicable object classification shown in 
Finance Circular D-4 will be used instead of 07, such as 01 Personal services, 95 Rentals, 08 Supplies and 
materials. 



6. Costs of shipments from point of origin to the first point of storage or con- 
sumption of supplies, equipment, and material in connection with the manufac- 
turing and purchasing activities of the various supply arms and services may 
continue to be charged against the appropriation from which purchased, as is now 
done. 

c. No estimate of cost will be required by officers issuing procuring instruments 
for these purposes and no report of obligations will be made to the War Depart- 
ment. 

d. Expenses incurred for tolls, ferriages, drays, lighterage, and loading of 
things, not incident to troop movement, will be charged to the applicable allot- 
ments listed above. 



3. Medical and Hospital Department, Army, 1942-43 (M. & H. D., A.) 



Appropriation 


Allotment 


Medical and Hos- 


MD 4003 P 410-07 


pital Depart- 


A 0805-23. 


ment, Army, 
1942-43 (M. & 
H. D., A.). 


MD 4005 P 410-07 
A 0805-23. 



1 



Purpose 



Payment of $10 to blood donors for 
each blood transfusion given pa- 
tients in Army hospitals entitled 
thereto at public expense (F. Y. 
1943). 

Local payment of medical care and 
treatment in foreign countries of 
military personnel attached to the 
American Embassies, Missions, 
Commissions, and other military 
bodies of similar nature as au- 
thorized under the provisions of 
paragraph 3, AR 40-505 and para- 
graphs 5 and 6, AR 40-510. 
(F. Y. 1943.) 
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Appropriation 


Allotment 


Purpose 


Medical and Hos- 
pital Depart- 
ment, Army, 
1942-43 (M. & 
H. D., A.). 


MD 4004 P 410 A 
0805-5^. 


Expenses incident to the induction of 
Selective Service trainees into the 
service of the United States; physi- 
cal examination of college students 
for enrollment in Enlisted Reserve; 
and operation of Medical Officers' 
Recruiting Boards. (F. Y. 1943.) 



461. The allotment numbers shown above cover the travel of 
persons. A break-down of the several symbols shows: FD 31 is the 
symbol for Finance Service, Army, and is the general symbol for Travel 
of the Army ; P 431-02 is the purpose and object of expenditure symbol, 
combined into one symbol ; A 0425-23 is the Treasury Department ap- 
propriation number symbol. The A stands for appropriation, the 0425 
is the actual appropriation number, and the 23 following the dash in- 
dicates that the funds may be obligated in 2 fiscal years, 1942 and 
1943. These symbols apply to all travel of the Army, whether such 
travel is initiated by War Department directive or order, or is initiated 
in the field. Any commander who has authority to initiate travel 
directives, or to issue travel orders on his own initiative, may obligate 
any of these allotments, or all of them, in any amount necessary. The 
funds represented by these allotment numbers and symbols are not 
suballoted, and the same allotment numbers and symbols would be 
used by the Commanding General, 1st Service Command, and the 
Commanding General, Western Defense Command, or by any other 
commander. When the War Department or any commander directs a 
subordinate commander to issue travel orders, the commander issuing 
the order will cite these allotments as shown in Circular No. 160, W. D., 
1942. It is therefore not necessary for the commander directing the 
issuance of the order to cite the allotment numbers. 

452. In those orders which involve both the travel of persons and 
the transportation of things, such as in cases of permanent change 
of station, where baggage and household goods are to be shipped, 
the “FD” number in the order covers both persons and goods. 

463. Section I, Circular No. 135, W. D., 1942, establishes a Trans- 
portation Corps, in charge of a Chief of Transportation, under the 
Commanding General, Services of Supply. All functions previously 
performed by the Quartermaster Corps in connection with trans- 
portation of things, routing of troop movements, and issuing of trans- 
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portation requests to individuals and parties are now the functions of 
this service. 

454. a. So far this discussion has dealt lai^ely with the travel of 
officers. There are other types of travel orders which do not lend 
themselves so readily to the abbreviated form. This is particularly 
true of travel orders for enlisted men when commutation of rations 
and quarters is to be paid, both for travel and for detention on tempo- 
rary duty where Government messing facilities are not available. It 
is true also in movements of troop units. 

h. Enlisted men traveling on duty do not lose their right to Govern- 
ment rations and quarters. But in mo^t cases, it is impracticable 
for the Government to furnish cooking facilities for rations en route 
and to furnish quarters, when the journey requires travel overnight. 
Therefore, regulations provide for this contingency. The President, 
hy executive order, establishes the conditions and rates to be paid. 
These rates are published in Tables I and II, AR 35-4520. Table II 
is the one applicable to travel conditions, and is that most frequently 
referred to in travel orders. When practicable and when the journey 
is to require a comparatively short time, cooked meals in the form of 
lunches may be furnished. When the number of men traveling 
together and the length of the journey warrants the expense of a 
separate baggage car, such as when a company, battalion or larger 
unit is being moved — kitchens are set up in baggage cars and meals 
are cooked en route. 

c. A case frequently encoimtered is that of an enlisted man being 
transferred from one station to another. Assume that the journey 
by rail requires 17 hoiurs, and that the train leaves the old station 
at 4:00 PM and arrives at the railroad of the new station at 9:00 AM 
the following morning. The enlisted man would find it necessary to 
eat two meals, supper and breakfast, en route. Assuming further 
that the journey is continuous, he would have to get his meals in ji 
railroad dining car. Table II referred to above provides that the 
monetary allowance in lieu of rations when meals are taken in a 
dining car, shall be paid at the rate of $1.00 per meal ($0.75 per 
meal when taken elsewhere than on a dining car). 

d. The problem of the administrative officer is to state in the order 
what is to be paid, and to give the authority for this payment. Ex- 
amine the two specimen orders shown below. The first is an order 
written under the old form; the second is written under the new form, 
using authorized abbreviations. In these examples the heading, 
designation, and authentication are not shown in the interest of 
economy of space. 



Digitized by Google 



313 



Original from 

UNIVERSITY OF CALIFORNIA 




TM 12-250 

454-406 ADJUTANT GENERAL DEPARTMENT 

(1) Example No. S, long form. 

1. Pursuant to authority contained in letter, The Adjutant General, subject: 
“Transfer of Enlisted Man,” file 201-Doe, John A. 000000 (Enl), June 3, 1942, 
Pvt John A. Doe, 000000, Company D, lOlst Inf, is transferred to the Infantrj’ 
Replacement Training Center, Macon, Georgia, effective this date, and will pro- 
ceed to that station without delay, reporting upon arrival thereat to the Command- 
ing General, Infantry Replacement Training Center, for assignment to duty. The 
Transportation Corpw will furnish the necessary transportation. It being imprac- 
ticable for the Government to furnish cooking facilities for rations, the Finance 
Department will pay in advance the monetary travel allowances prescribed in 
Table II, paragraph 2a, AR 35-4520, April 30, 1942, at the rate of $3.00 per day 
for rations for one man for tworthirds (2/3) of one day. The travel directed is 
necessary in the military service and payment when made is chargeable to FD 31 
P431-02 A 0425-23. 

(2) Example No. short form . — Here is how the order would look 

written in the abbreviated form : 

1. Pursuant auth Itr AG 201-Doe, John A 000000 (Enl) 3 June 1942 subj: 
Transfer of Enlisted Man, Pvt John A Doe 000000 Co D 101st Inf is trfd to IRTC 
Macon Ga. WP. It being impracticable Govt furn cooking facilities for rations FD 
will pay in advance monetary travel alws as prescribed Table II par 2o AR 35- 
4520 at rate of $3.00 per man per day for one man for two-thirds (2/3) of one day. 
T Serv will fum T. TDN FD 31 P431-02 A 0425-23. 

e. This represents a shortening of many lines of typewritten matter. 
Extraneous words, not necessary to establish clearly the meaning of the 
order, are left out. Authorized abbreviations only are used. The 
order might be still further shortened by adopting the plan suggested 
above of placing the authority at the end of the order. In that case, it 
would be expressed this way: “Auth: Ltr AG 201-Doe John A (Enl) 
6-3-42.” But this system has not yet been widely adopted, and is not 
a standard procedure. Other abbreviations might conceivably be used, 
since AR 850-150 authorizes the use of “commonly used abbrevi- 
ations,” but the question arises as to what are commonly used abbrevi- 
ations. What might be commonly used at one station or in one 
command may not be commonly used or easily understood at another 
station. It is a safe plan to adhere to abbreviations authorized in 
AR 850-150, with changes. 

f. It is suggested that, until all officers and enlisted men in a given 
headquarters become thoroughly familiar with the new form of orders, 
all but the simplest orders be first drafted in the long form and then 
reduced to the short form, in order to be certain that aU essential 
elements are included. 

466. Extracts and true copies. — a. Most special orders issued 
by ap active headquarters contain a number of paragraphs, each of 
special import to some individual or to several groups of individuals. 
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If the order involves travel, the individual will need a number of 
copies. In most commands an officer or enlisted man involved in 
travel orders is furnished with extract copies of the particular para- 
graph concerning himself. An extract copy is made by simply writing 
the heading, the designation, followed by the word “extract,” written 
in capital letters, and the paragraph which you desire to extract, 
preceded by its proper number. Then, of course, comes the authenti- 
cation. In most headquarters it is customary to prepare extract copies 
of every travel order and of every order appointing a board of officers. 
In addition to the typed signature of the adjutant or adjutant general 
on the extract copies, the official seal is placed just over the place left 
for the adjutant's signature. Such extract copies, bearing the imprint 
of the official seal of the headquarters, are all that is needed for the 
individual to collect his mileage or other travel allowance. 

b. In case an officer or enlisted man wishes to make extra copies of 
his orders, or extract copies, he may make them himself. In the 
absence of the official seal, he may “true copy” the order or the 
extract, simply by writing the words: “Certified a True Copy,” or 
“True Copy,” and signing his name, grade, and organization, if he is 
an officer; or in the case of an enlisted man, by getting any commis- 
sioned officer to certify that it is a true copy. 

466. Confirmatory orders. — a. AR 35-4890, reads: “When it is 
impracticable by reason of the exigencies of the service to issue orders in 
advance * * *, confirmatory orders may be issued. Where travel 

for performance of a military duty is performed in compliance with 
oral or other orders, such orders * * ♦ will be confirmed by means 
of properly issued confirmatory orders in order that the officer who has 
been required to travel may receive the statutory mileage allowance 
provided therefor. “Confirmatory orders, when authorized, must 
meet the statutory provisions required of all mileage orders.” Those 
statutoiy requirements are that all orders requiring travel will state 
the necessity for such travel — that line “the travel directed is necessary 
in the military service”— and all orders involving mileage will state 
the special duty involved. “Where confirming oral orders * * * 

issued in advance, confirmatory orders will so recite, showing the 
date of such oral or other orders and source thereof. If issued for the 
purpose of confirming travel performed under exigencies which 
prevented the issuance of advanced travel orders, they must so state.” 

b. In order to put that regulation into effect, an introductory 
sentence something like the following should be added to the usual 
order form: 

“Verbal orders of the commanding general, issued on August 15, 
1942 directing CAPT. ROBERT A. BRUCE 000000 Inf ADC, to 



Digitized by 



Original from 

UNIVERSITY OF CALIFORNIA 




TM 12-250 

466-460 ADJUTANT GENERAL ’s DEPARTMENT 

proceed from this station to Atlanta, Georgia, for temporary duty in 
connection with so-and-so, and upon completion of such duty, to 
return to his proper station, are hereby confirmed as having been 
necessary in the military service, the exigencies of the service having 
been such as to prevent the issuance of travel orders in advance. 
FD ” 

c. This tjrpe of confirmatory order does not readily lend itself to 
shortening by use of abbreviations to a great extent. However, the 
following can be done with this one: 

“VOCG 15 Aug directing CAPT. EGBERT A. BRUCE OOOOOO 
Inf ADC to proceed from this sta to Atlanta Ga for temp dy in 
connection with so-and-so, and upon completion of temp dy to 
return to his proper sta, are hereby confirmed as TDN, the exigencies 
of the serv having been such as to prevent the issuance of orders 
in advance.” 

457. Confidential or secret orders. — a. A confidential order or 
secret order may be issued as a paragraph of the day’s special order, 
and should be designated both as an extract and as confidential or 
secret. Such paragraph will not be published in the consolidation of 
the order, but the paragraph number of the confidential paragraph 
should appear in the consolidation, followed by the word" confidential” 
or "secret.” 

b. Secret orders are usually issued as letter orders, and are handled 
as are other secret documents in the manner prescribed in AR 380-5. 

458. Special orders appointing boards of officers.— Great care 
must be used to make certain that the order states clearly and unequi- 
vocally the subject to be investigated, and includes all necessary 
instructions upon which the board can base its actions. 

459. Special orders appointing general or special courts 
martial. — These orders should be written with extreme care if 
abbreviations are to be used, for upon the validity of the order appoint- 
ing a court may depend the validity of all the actions of the court. 
The same caution applies to the writing of general or special courts- 
martial orders promulgating the sentence of a court. Bear in mind 
that a court is appointed in special orders, and that the findings and 
sentence of the court and the action of the reviewing authority are 
promulgated by general courts-martial orders, or special courts- 
martial orders. 

460. General. — While it is highly desirable to reduce to a minimum 
the number of words, sentences, and lines of written or typed matter 
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which make up an order, the urge for brevity must not be allowed to 
overshadow the necessity for clarity. In using abbreviations, be sure 
that the abbreviations do not pemjit the order to be interpreted two 
or three ways. If abbreviations cannot be used without laying the 
order open to two or more constructions, do not use the abbreviations. 

461. Memoranda and bulletins are used to promulgate directives 

of a general character and of a more or less temporary nature. They 
are usually issued in a munbered series, authenticated just as are 
orders. They resemble orders except for the title, which is “MEM- 
ORANDUM NO. ” Memoranda to the command are gener- 

ally employed to convey directives, i^epeat instructions received from 
higher authority, and call for needed special reports. Informal mem- 
oranda addressed to individuals are usually signed as are letters, 

462. Most commands issue a daily bulletin, which is both directive 
and informative in character. The directives are usually those of a 
temporary and transitory nature. The information section usually 
contains matter not directive in nature, but which it is desired to 
publish. For instance, the daily bulletin may direct that guard mount 
for tomorrow be formal, and will list the detail of officer of the day 
and officer of the guard; the information section may list the attrac- 
tions to be shown at the post motion-picture theater, announce arriv- 
als of officers, list rooms or apartments available for rent in the vicin- 
ity, and carry a notice of some lost article. In a word, it is an abbre- 
viated daily news sheet for the command. It bears the same heading 
as orders, and is authenticated in the same manner. 

463. Orders, memoranda, and bulletins may be authenticated with- 
out the actual autographed signature of the adjutant by the use of 
a metal die seal on extract copies which are written on bond or tissue, 
and by a rubber stamp facsimile of the seal on mimeographed copies. 
A rubber stamp facsimile of an officer’s signature is never authorized 
on official documents of any kind. The original must always bear 
the actual signature of the officer signing the order. This may be 
accomplished by use of a stylus on the mimeograph stencil. 

464. Many commands have local customs regarding authentica- 
tions and signatures on communications of various types. Here is a 
good rule to use as a guide in deciding when to use the complete 
authentication (that is, the typed signature of the adjutant in the 
lower right-hand section of the page under the order or command 
line; the word “Official,” followed by the adjutant’s signature over 
his typed name, grade, arm or service, and title): On a letter, the 
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adjutant’s name and signature should appear only once, in the lower 
right-hand section under the order line. On informal memoranda 
addressed to individuals, the same as on letters. On more formal 
communications — orders, numbered memoranda, and training memo- 
randa — the same type of authentication as is used on orders. On 
daily bulletins, the general practice is to authenticate in the same 
manner as on orders. On informal buck slips the adjutant usually 
initials the buck slip. 
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Chapter 9 

STORY OF MICHAEL J. KELSEY 
(As told by the records) 

465. The fictitious Michael J. Kelsey — a 26-year-old clerk, white, 
unmarried — was living with his parents at 1050 South Broadway, 
New York City, when he received an order from his local board to 
report for induction into the Army. How this soldier (who does not 
actually exist) was inducted, where he was sent, and what happened 
to him until he was honorably discharged, is indicated by the records 
described in this chapter. A primary purpose of records is just that — 
to show at any time, now or years hence, what has happened to a 
man while in military service, and what his relations with the War 
Department have been after leaving active duty. If the record is 
accurate, the soldier and the Government are protected. If the 
records are incorrect, both suffer. 

466. Michael J. Kelsey passes from the induction station to the 
reception center, then directly to the division to which he is to be 
assigned. The division headquarters assigns him to the 100th 
Infantry, and Headquarters 100th Infantry assigns him to Company 
L. If Kelsey were in a draft increment destined to become loss 
replacements, he would go from the induction station to the recruit 
reception center, thence to a replacement training center, where he 
would receive a minimum of 13 weeks basic training, and then would 
be assigned to some unit as a loss replacement. In this case Kelsey 
goes to a newly activated division as a filler replacement, hence he 
“bypasses” the replacement training center. 

467. Although Kelsey’s military history does not begin, strictly 
speaking, until he is inducted into the military service, the sequence 
of events that brings him to the induction station is of interest. It 
may be outlined as follows; 

a. Having registered with his local board, he receives D. S. S. Form 
No. 40 (Questionnaire). This form must be returned to the local 
board within 10 days. 

h. Upon return of the questionnaire the local board classifies him, 
giving him a tentative classification. 

c. If he is not in a deferred classification, Kelsey is then sent a 
D. S. S. Form No. 201 (Notice to Appear for Physical Examination). 
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Prepare is TripUcala 



Local Board No« 1 
Naw York, Now York 



Otiiir «v Local Boabb) 




Itajr 15, 1942 



ORDER TO REPORT FOR INDUCTION 



The Preeideiit of the United States, 



To 



Ifichael 

(FInt BUM) 



James 

'TaMdicMair)* 



Kelsey 



Order No. Z3QQ. 

GREETING: 

Having submitted yourself to a Local Board composed of your neighbors for the purpose of deter- 
mining your availability for training and service in the armed forces of the United States, you are hereby 

notified that you have now been selected for training and service in the 

(Army. Navy. Marine Corpe) 



You will, therefore, report te the Local Board named above at 

( Place of reporting) 



at ....8l3Q A m., on the day of June 19.A2^ 

< Hbur of reporting ) 

This Local Board will funiish traosportation to an induction station of the aervice for which you have been select^ 
You will there be examined and if accepted for training and sendee, you w>ll then be inducted into the stated branch of the 
service. 

Persons reporting to the induction station in some instances may be rejected for physical or other reasons. It is 
to keep this in mind in arranging your affairs, to prevent any undue hardship if you are rejected at the induction station. 
If you are employed, you should advise your employer of this notice and of tne possibility that you may not be accepted at 
the induction station. Your employer can then be prepared to replace you if you are accepted, or to continue your 
employment if you are rejected. 

If you are not accepted, you will be furnished transportation to the place where you were living when ordered to report 
for inddetion by this Local Board. 

Willful failure to report promptly to this Local Board at the hour and on the day named in this notice is a violation of 
the Selective Training and Service Act of 1940 and subjects the violator to fine and imprisorunent. Bring with you sufficient 
clothing for 3 days. . 

You must keep this form and bring it with you when you report to the Local Board. 

If you are so far removed from your own Local Board that reporting in compliance with this Order will be a serioui 
hardship and you desire to report to a Local Board in the area of which you are now located, go immediately to that Local 
Board and malce written request for transfer of your delivery for inducripn, takin^his Order with you. 



D. 9. 8. Floral IM 
(RertHd 







Membtr of Local Board, 



(T) Front. 
Figure 43. 
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The following will be completed by the officer in charge of the inductkji station examining the 
selected man, and one copy returned by mail to the Local Board named: 



-1942 



Strike Inapplicable Section : 



1. Accepted for service in ARMY OF THE UNITED STATES 

(Army, Navy, Marine Corps) 



2. Rejected for training and service and instructed to return to Local Board named in this order for 



the following cause : 



NOTE.-^If rejected for physical disqualification, the duplicate of physical examination made at 
induction station must be attached. 







Officer in 

VOLLIAM 

1st Lt*, liifantry 

The original of this form to bo mailed to the selected man, and the other two copies to be attached to Form 151 
I forwarded to the induction station with the men ordered to report. 

«. t. MvnMMCWT MiMTina orrics 19~18S7I 



® Back. 

Figure 43— Continued. 
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He has 5 days within which to appear for this physical examination, 
which is given him by the civilian physician employed by the local 
board. This is called a “screening examination,” and includes a 
serological examination. Kelsey is found to have no obvious physical 
defects, and is again classified, this time as Class 1-A, available for 
immediate call for active service. The local board mails Kelsey a 
notice of his classification, D. S. S. Form No. 57. If Kelsey so desires, 
he may request a personal hearing by the board relative to his classi- 
fication. This appeal must be made within 10 days after having 
received his notice of classification, or after his personal appearance 
before his local board. If he does not appeal, or if the appeal is 
denied, the board then lists him as ready for call at any time. 

d. Upon receiving a call for men, the board sends Kelsey a D. S. S. 
Form No. 150 (Order to Report for Induction), (fig. 43). This form 
is made in duplicate; one copy is sent to Kelsey and one is retained in 
the local board’s files. 

c. On the date, and at the hour specified in the order to report for 
induction, Kelsey, together with such other registrants as are ordered 
to report at the same time, appears at the oflBce of the local board. 

/. A D. S. S. Form No. 151 (Delivery List), listing Kelsey and the 
other men, is prepared. One of the men is designated as group leader 
by the local board, which furnishes transportation to the Army 
induction station to which these men are to be sent. Upon arrival 
at the induction station, Kelsey’s military history begins, as revealed 
by his military records. 

468. Kelsey at induction station. — Kelsey arrives at the induc- 
tion station accompanied by his D. S. S. Form No. 221 (Report of 
Physical Examination and Induction), made in quadruplicate. 
Sections I and II of this form are filled in by the local board before 
Kelsey is sent to the induction station; sections III and IV are filled 
in at the induction station (see fig. 44). Kelsey passes the Army 
physical examination and is accepted. His fingerprints are made 
on F. B. I. Military Fingerprint Card (fig. 45), and the fingerprints 
of his right hand are made on the original copy of his Form No. 221. 
The original of Form No. 221 is sent to The Adjutant General, 
Washington, D. C.; the first copy is sent to National Headquarters, 
Selective Service System, Washington, D. C., through the local board 
and state director of selective service; the second copy is sent to the 
reception center, then to the machine records unit serving the service 
command, thence to The Surgeon General of the Army; and the third 
copy is returned to the local board from which Kelsey was sent to 
the induction station. 
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469. After Kelsey has been examined and accepted, the command- 
ing officer of the induction station initiates his service record, W. D., 
A. G. O. Form No. 24. This important record follows him through- 
out his military service, and is the permanent record of his career 
in the Army. (See sec. I, ch. 5, part two, and Kelsey’s service 
record in this chapter.) 

470. Kelsey was inducted on June 1, 1942. The same day he was 
sent to the recruit reception center at Fort Dix, N. J., then directly 
to the 20th Infantry Division at Fort Dix. Had his induction 
taken place after Jime 15, 1942, he would have been permitted, had 
he requested it, to return to his home for a maximum of 14 days for 
the purpose of arranging his personal affairs. This would have been 
done under authority contained in letter, War Department, Services 
of Supply, dated May 15, 1942, subject “Release of enlisted men, 
procured through Selective Service, from active service immediately 
after induction and transfer to the Enlisted Reserve Corps, with 
subsequent recall to active service,” AG 324.71 (4-25—42) ES. The 
administrative process by which this would be accomplished is as 
follows: 

a. Immediately after being accepted and inducted the commanding 
officer of the induction station, or his representative, explains to the 
men the provisions of the above letter and asks that any man wishing 
to take advantage of this provision so indicate. Assuming that 
Kelsey had indicated his desire to return to his home for this 14-day 
period, the induction station commander does the following: 

(1) Places Kelsey’s name on a special order for which the form below 
is a model (heading and authentication omitted): 

Special Orders 
No 

Each of the following enlisted men, inducted into the Army of 

the United States this date, is released from active duty this date, trans- 
ferred to the Enlisted Reserve Corps, and will proceed to 

(location of the local board) : 

Pvt Michael J. Kelsey 0000000 (Army serial number) 



Effective (14 days later) each of the above-named enlisted men of the 

Enlisted Reserve Corps is called to active vluty and will proceed from 

(location of the local board) to (recruit reception center) , reporting 

to the commanding officer thereat for duty. 

The transportation officer will furnish the necessary transportation and the 
quartermaster will furnish the meal tickets. Travel directed is necessary in the 
military service. FD 
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Anaed Forces* Orift— i 

i>. 8. s. Form w 

iwiMry ». IMT— 

REPORT OF 

PHYSICAL EXAMINATION AND INDUCTION 

I 

(liOCAA B(UB» DAH ^AMP Wttm Coos) 

First examination S Second examination Q Third examination D Fourth examination Q 

SsenoN I. — GENERAL (To be filled in by the local board clerk from the Selective Service Queationnaire, D. 8. 8. | 

Form 40. Wnte **none” opposite the queeiione where do information is given. Do not 
leave any question blank.) 

1. Name (page 1) — Mlchgftl . JaiBftS 



An»4 Pms) 



DsNMbiM 

Aarugyjjy. 



(Aia»d fantaS 



ilNa) 



(Coontr) (8Uto) 



2. Address (page 1) IDgQ Mew TQgk CltVj Ne]H.Iark. 

( S twK or nml rooW)^ (Toorn or dtp) (C 

3. Social Security No. (Scries I, Uoe 6)1 9ll<afi7-v>7ff3S^ Registrant’s order number (page 1) . SflfiOl 

6. Physical or mental defects or diseases (Series II, line 1) WfMlB 



6. Treatment at an institution, sanitarium, or asylum (Scries II, line 2) Sql. 



(Number years Elementary . High , 

7. Education completed) (Series IID: school Q — swool 1^-.. 

8. Occupation: (a) Title of present job (Scries IV, line 2 (a), or Scries V, line 1) Clfirk-J^ypiAt 



(Yosorno) 



Vocational school, , 

college, or university . IJonB I 



DATS ISBOCnS 



(6) Duties (Scries IV, line 2 (6)) ...fienferal . clerical .and ..typing. .iaf... 



(e) Title of last job, if unemployed (Ser^lV, line 3) jClcrk— 



0. Years experience in this work (Scries IV, line 2 (c), or Series V, line 2) . 



-Sevan..- 



10. Income (Series IV, line 2 (d)): Average earnings $ §25^ 

Permanent Temporary 

11. Employment class (Series IV, line 2 (0): employee H; employee □; Apprentice Q; 

Unpaid family worker Q; Employer □; Student (Scries IV, line 4 (a))D 

12. Business of present employer (Series IV, line 2 (g)) Jlen£raI.JLnSlirfinC£..a«^ncy. 



Independent 
worker □; 



NaUrttr 



Married, not Married, 

13. Marital status (Series VII, line 1): Single Widower □; Divorced □; separated □; separated □ 

14. Number of dependents (Series VII, line 3 (a) fifth column except N. C.’s plus line 4 (a) fifth column) .Tlonft.^ 

16. Birthplace (Series IX, line 1) llew-. York- City. NeK.Ycrk. Maw York... 

(Town or i:ty) (State) (Oountry) 



.June.. 






(Y«r) 



16. Birth date (Series IX, line 2) . 

(Mootb) ' (l)«r) 

17. Race (Series IX, line 8): White S; Negro □; Other (specify) , 

18. Citixenship: United States oitisen (Series IX, line 4) .YbR...; Declarant alien (Series IX, line 7) 1- 

(Yoeorno) (Yes orno) | 

National Marine Ck>ast 

19. Previous U. 8. military service (Series XII): NoncQ; ArmyO; OuardQ; NavyQ; Ck)rpsQ; GuardQ | 

20. Type of discharge (Series XII): Specify 

21. Date of registrant’s affidavit (top of page 8) 1^.4.?. 

(D»y) (MooUj) (Ye«) 

INSTRUCTIONS 

1. An origimd^d throe copies of this form will l)c prepared for each registrant called up for physical examination. The origii^ 
is designated as the**Armed Forces’ Original; the first carbon copy, the National Headquarters’ Copy: the second carbon copy, tto 
Surgeon General’s (Army) — Bureau of Medicine atid Surgery (Navy) — Commandant Marine Ck>rps (M. C.) Copy; and the third 
carbon copy, the Local Bird’s Copy. Instructions are contained on each copy. 

2. Forms of men rejected by the armed forces will bo marked **Rejcetcd by the Armed Forces” in largo letters at the top of page L 

3. If the registrant is not sent to the induction station of the armed forces, or is rejected by the induction station of the anned 
forces, this orimnal will be filed, along with "Local Board’s Ck)py” (3d copy), in the registrant’s Cover Sheet (Form 63). 

4. For registrants accepted by the induction station of the armed forces: If inducted by the Army, this original accompanied by 
F. B. 1. Mllita^ Fingerprint Card will be forwarded from induction station to The Adjutant General, Washington, D. C.: if inducted 
^ the Navy or Coast Guard, this original will be fonvarded through the Main Recruiting Station to the Bureau ofNavtotlw, 
Washington, D. C.; if inducted by the Marine Corps, this original will bo sent to the Coounaitdant, Headquarters, U. S. Marioo 
Corp>6, Washington, D. C. 

5. Fingerprints are required only on this original and only for registranta who are inducted. If inducted by Abmt, prepare 

F. B. 1. Military Fingerprint Card. w wen-i 

ORIGINAL COPY (Paqb l) 



Figure 44. 
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Smikw il— report of local.board examining physician and local board classification. 

21 If zegifltnuit’s answer to Item 6 above is "ye*." trhcn and for what ailment(s) 



21 Is registrant now or previously an enroUee in the Civilian Conservation Corps: No B; Yes Q 

24. Seiologioal test (syphilis): Date Result 

Second serological test (syphilis) : Date Result 

21 Rtarriining physician’s remarks ..KoXlft^ 



21 (a) Do you .find that the above-named registrant has any of the defects set forth in Part I of the List of Defects (Form 220)T 

(If in doubt, answer "no," and give details.) N.O If answer is "yes," describe the defects, in order of significance 

(AnnPtr jm or oo) 



(b) Do you find that the above-named registrant has any of the defects set forth in Part II of the List of Defects (Form 220) 

(If in doubt, answer "no," azui give details.) Nq If answer is "yes," describe the defects, in order of significance 

(Aorver or do) 



(e) I have examined the above-named registrant in accordance with Selective Service Regulations. 

(d) Signature of examining physiAan 

(e) Place ._.Hejf..Xork..CjLtyi Ilew, Joxk.. JHftv...lQrk (/) Date 

(Town or citr) (County) (StoU) 

27. (o) This Local Board has classified the above-named registrant in Class 

(6) Signature of Member of Local Board 

(«) Place !... lIeii'..XQrk Jaaw..Jork (d) Date .„.May...7.,..J5iS2L 

(Town or city) (Coupty) (Si ate) 

Sbctton III. -nearest RELATIVE. PERSON TO BE NOTIFIED IN CASE OF EMERGENCY, AND DESIGNATION OF 
BENEFICIARY (To be filled out at toe induction station of the armed forces for only those registrants accepted for military service.) 

A. Nearest relative and person to be notified in case of emergency: 

28. Neaieet relative MCfi.a,.JSS-t.eIIe..};jel5jeX 

(Other than wife or mluor c^lld. Name la fodl) 

29. RelaUonahip UO-thfiX! 30. Address 105.0.. ll©.V...l9Xk..C.it-y. .K.§>W..Y.9rk 

(Number and street or rural route: if none, eo elate) (Citv, town, or post olBoe) (Stste'or oountiy) 

31. Person to be notified in ease of emergency ...JKCSjs..Ssiij3HQ. JESL^lS^X — 

(Name In (dll) 

32. Relationship JfetfeeXL 88. Address Sam.as .abpv.9. 

(U friend, so state) TN umber and street or rural routa: tf nona, so sute) (City. town, or port oilloa) (State or ooontxy) 

B. Designation of beneficiary: 

34. The persons eligible to m my beneficiary are designated below: 

(1) Jijn© 

(roll name of wife; tf no wife, or if abe Is deoeesed or divorced, ao etate) (Wife's full address) 

(FUU name and atuiw ea^ mlw otaiid a^ eiioh dapaoifert If Um ere no diudnii, so e^^ if the ^'drom Is the asm 



wttefe, so state. Do not address} 

35. In the event of my leaving no widow or child, or their decease before payment is made, I then designate as my beneficiary the 
dependent relative wboee name, relationship, and address are shown below: 

(3) .Mrs.*.. Estell^^ 

(U deeisnatlon of beneSciary is decUned, man must stataln own i^dwritliif: deoUne to deaisnate any person as my beni^ciar^'’) 

38- In the event of the death or disqualification of the last-named dependent relative before payment is made, I then designate as 
my beneficiary the dependent rdative whose name, relationship, and address are shown below: 



( 4 ) 

(If baaefldary la named In line U but naming of SlterioSte is deoUnad, man mnat state li 



B bandwritif^: “I daoUna to dealgnate ao alternate beoefleiery”) 



38. ‘^tnessed nt 


York 


(rintname) 

/yy. 


/^iMa^name) ' 

(Tune- 


(Last name) 

, _.L 








William Jones 


ljt.Lt.„Inf. 




e Of witmias ettefelac) 


fName of wltneaa typed) 

(PaoB 2) 


^ ocssBisstion) 
eis seesj-s 
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Baomu lY.— PHT8ICAI. EXAMINATION RESULTS; (AU It«M MaM Ba niad b. bdlcala Kami ar Naaa Wken AnUciU«. 
T« Be FIM 0«l br tlM Medleel Beeri et Um I>4acdea Btadee' ef the Anned Percee.) 



80. Eye eboomudities . 



Hon« 



40. Ear, noee, throat abnormalities HCIIB. 

41. Month and gum abnormalities HdAB 



42. Teeth: (a) Indicate rcstorable eariout teeth by eirelinf ; nonreetorable oarious 
‘ teeth by /; missing natural teeth by X. 

Rtffht EzAJStKBX'S 

87 (6)/4821 1 28 4* 5078 

16 15 14 13 12 11 10 0 0 10 ll 12 18 14 15 16 

(5) Kemarks, Inelading other defects CIaSBlJIY. 



<c) Prosthetio dental appliances - 

td) Remediable dental defecU BxtraX5t..AUJaber..5..rj^ 



43. Skin : NprUftl..... 

44. Varicose veins Jf.QAB 



45. Hernia 



46. Hemorrhoids . 



..Hono... 

..Ncna... 



47. Oenito-urlnary (non- venereal) H.QTJBI0 lL.. 



48. Venoreal diseases . 



..Hone.. 



49. Feet Nornal .. 

50. Musculoekelethl defects None 



51. Abdominal viscera HomsX- 

52. (3ardiovaseuIar system H.OmiL.. 



53. Lungs N.QXml 

54. Chest X-ray jlQimi 

56. Uenta! Nomttl 

56 Nervous system N.QTflUeJ*. 



Oa VUon, vithoot < 

(o) Ri^t eye _20/20_ 



(5) Left eye f 

61. Vision, with correction: 

(a) Right eye 

(b) Left eye 

62. Color peroeption*_.Nprnal^ 



20/20 _ 



03. Hearing: 

(a) Right ear 

(5) Left ear 

64. Height inches. 

65. Weight pounds. 

66. (a) Girth, at nipples; inspira- 

tion .JL8 inches. 

(5) Girth, at nipples; ezpirai- 

tion .^5^. inches. 

(tf) Girth, at umbilicus 

IQi... inches. 

67. Posture: 

Goods FairD Poor □ 

68. Frame: 

Heavy n Med.^) LightQ 

69. Color of hair JBlack 

70. Color of eyes 

71. Complexion Ruddy 



72. Pulse, sitting 

73. Pulse, after ezerdae*.J^ 

74. Pulse, 2 minutes after exer- 

cise* 22 



75. Blood pressure: 
(a) Systolic 



(b) DiastoUo „_.5P, 

76. Urinalysis: 

(a) Specific gravity 

(5) Albumin .....NfiSSliiye. 

(t) Sugar JlgBSy;?*.. 

(d) Microaooplo* IISBS — I 



77. Other data: 



57. Endocrine system . 



58. Other defects and/or dtocases or other remarks 

HianflL 



59. Summary of defects in order of significance 



.Hoob- 



ORIGINAL COPY 



(Paa 9 

Figure 44— Continued. 
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SicROH IV.-— PBmCAL EXAMINATION EEST7LT8— Contlnutd 

7S. I CEBTIYT that tiie aborre-nomed rcatetrant was carefully examined, that the rasulto of the ozaminatloD hare been oometly noorded 
on this form and that to the best of my knowledge and belief — 

is physieally and mentally qoalWed for general military eenrtee. 

. — is physieally and mentally qualified for general mOitary servioe 

<Eatcr oanw of racistmu U tbb ■ahaiwaon to EnpUcEbto) 

after the satisfactory correetion of the following remediable defects: 



This registrant would have been aooopted for general military servioe hsd the remediable defeote herein specified been remedied 
at the time of this examination. 

(c) — - is physieally qualified for limited military servioe only by 

(Cater avae of nstatnnt if tbto MibnetWa Is sppLicaljto) 

reason of - 



(Enttf name of nftotnntlr ttoto •obaMltoa to eppUttobto) 
satisfactory correction of the following remediable defects: 



is physlesUy qualified for limited military eerrlee after the 



This registrant would have beeii acceptable for limited military service had the remediable defeote herein specified been remedied 
at the time of this examination. 

(•) f. Is physically and/or mentally disqualified for military servioe by reason of 

rF.nr«r nAmo of ragiiitxaot If thb lubonction ts appllcab]«) 



Cf) 



is disqualified for military service because of 

(Enter name of nstotrant If this sutwetlon to applloebte) 




(g) Signetu] 

/ Medical Exnrriner. 

(0 Name typed or stamped 

79. (o) Jarafts .Kelsey — 

* * ■' nlbaeotkin 



(A) TiUe KaJory- l iedicaOr - Co rp a .. 



was this date Inducted for (general; lkDttet)c[atrike out inapplicable 



(Enter nemo of rocfaUHit If thto klbofttkin to ippUc^} 

word) military service into the (fill in appropriate Service, such as Army, Navy, Marine CJorps, or Coast Qoard) 

ArTay.-JjLr..tha..-Uni tftCSf the United Sutes and sent to Fnrf. Wy 

(5) was this date rejected for servioe In the (fill in appropriate 

(Enter name of rectotrant if this subeealon to opplkablo) i 

service, such as Army, Navy, Marine Corps, or Coast Guard) — y.— of the United States. 



(e) Date 



(d) Signature . 



(/) Name tvped or stamped ji)[llllailL.i2/&n8S~. — 

. / (Grade fend oTgaotoatioo) 



SrenoN V— IX)CAL BOARD CHANGE IN CLASSIFICATION AFTER EXAMINATION BY THE INDUCTION STATION 
OF THE ARMED FORCEa 



80. (a) Baaed on the entries in (a), (e), (d), («), or (/) of Item 78, above, the Local Board has changed the above-named registrant's dsssifi- 
cation to Class 

(6) Based on the entries in (5) of Item 78, above, the Local Board has retained the above-named registrant In Clam 

(c) Place (d) Date — *. 

(e) Signature of member of local board — — — - 
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ADJUTANT GENERAL’S DEPARTMENT 



FEDERAL BUREAU OF INVESTIGATION. UNITED STATES DEPARTMENT OF JUSTICE 



MIUTARY FINGCRPRINT CARO 



Enlisted Man* 



Ktlttgr 



mohMi 



Serial nomber 



EffectiTe JvAf 1, 1999, this form will be forwarded to Tke 
Adjutant General of the Army in the foUowinf imtaooei 
exeept aa otherwiae indicated: 






PrlTAt # 

Indue 



OfBcera, nurtea, warrant oflieers, cadeta, and enlisted men 

An^ of thO UkllbOd Stoboo ^ ori^nal appointment or enlistment, rcq>ec- 

(ejiaornnHia^ rI c‘.rM«UM> tively. 



(Ana or httIm. «r. If O. R. C.. MetlM) 



June 1 



Mwr Te r k. ll.I. 

Original entry into service , 



Last prior service 



- , Wblto 

Color or race 



Height .T?. inches. 



Weight 



Eye. . Hair^..®t^.. Complexion 

Scars and marks ???• , 

Date of birth 



Place of birth . 



Fingerprints taken 



Woo York^ WuYd 
Juno 1 



Brgular Army Reserve: 

Enlisted men, same as Regular Anny. 

National Guard or United States: 

Oflicers at the time of original appointment in Nstkmai 
Guard, United States, and enlisted men when indoeted 
into active Federal service unless previously msde on 
this form and already forwarded or available for ^o^ 
warding. 

Resbvb Corps: 

Officers at the time of acceptance of original appoint- 
ment and enlisted men when called to Federal service 
in time of national emergency expreaaly declared by 
Congresa. 

pHiuppiNE Scouts: 

Enlisted men, upon origins! enlistsnsnt, form to be re- 
tained in Philippine Islands. le-eom 



Moo Yorky H.J. 

• StrllM out words not sppUmMo. 



® Front. 

Figure 46. 
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6. Thumb 



ImultanTOUsly 



LEFT HAND 



7. Index finger 



Middle finger 



9. Ring finger 



10. Littlo finger 






Impr««ion8 taken by: Induction Station Nb, ^ote amputations Signature: 

Naw Torky N*T« ^ e. i 



Four fingers tal 



Four fingers taken Bimultancously 



Left thumb I Right thumb| Right Hand 



UNITED STATES ARMY 

PERSONAL IDENTIFICATION 
ELohaal Jamas _ 

‘(MMAaam) 



ClassifietMon^ 



S»x .MftML 



Reference _ 

RIGHT HAND 
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(2) Causes the following entry to be made under Remarks— 
Administrative in the service record: 

Transferred to the Enlisted Reserve Corps 

(date) pursuant to WD letter AG 324.7 (4-26-42) ES, 

May 15, 1942, and furnished transportation to local 
board. This reservist was ordered to active duty to 

report to the recruit reception center at on 

(date) and was furnished transportation and 

subsistence for the journey. 



(Use of rubber (Signature of recruiting and 

^ . induction officer) 

stamp IS 
. authorized.) 

(3) Appoints one of the group from Kelsey’s local board as 
corporal, places him in charge of the group, and delivers to 
Government transportation request and meal tickets covering 
of the entire group from the induction station to the place where the 
local board is located. (In this case, both points being in New York 
City, the transportation would probably be by chartered bus, and 
no meal tickets would be involved.) 

(4) Mails to the local board a copy of the special order mentioned 
above, with Government transportation request and meal tickets for 
the return journey at the end of the 14-day period. 

(5) Carefully instructs the group to contact the local board before 
the date they are ordered to active duty, in order to secure from the 
local board instructions as to the time and place at which the group 
is to assemble for dispatch to the reception center. 

(6) Mails to the commanding officer of the recruit reception center 
the service records of the men in Kelsey’s group, together with copy 
of the special order mentioned. 

b. When the group arrives at the recruit reception center 14 days 
later, the commanding officer of the reception center takes the follow- 
ing action: 

(1) Causes the following entry to be made in the service record of 
Kelsey, under Remarks — Administrative: 

Reported for active duty at on 

(date). (Use of rubber stamp authorized.) 

(Name, grade, and organization) 

(2) Has the medical officer make a physical inspection of Kelsey, 
with Kelsey’s clothing removed. If he is found physically qualified 



acting 
him a 
travel 
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for *service and does not claim any physical disability between the 
time of induction and the time of reporting for active duty, the follow- 
ing statements will be placed in the service record under Remarks — 
Administrative: 

I certify that to the best of my knowledge I am in as 
good physical condition as at the time of induction. 

(Signature of soldier) 

A physical inspection indicates that this man is in the 
same physical condition as at the time of induction. 

(date of inspection). (Use of rubber stamp 

authorized.) 

(Signature of medical officer) 

c. Had Kelsey been allowed to return to his home for 14 days, 
he would have been entitled to pay for the 1 day he spent at the 
induction station, while he was on an active duty status. In order 
that the record might be complete, the commanding officer of the 
induction station would have entered in the service record, under 
Remarks — Financial, the following statement: “Soldier entitled to pay 
for date of induction.” 

471. The procedures described in paragraph 470 do not apply to 
Kelsey in the illustrative case used here, because Kelsey was inducted 
before this procedure was put into effect. 

a. Kelsey’s service record is opened by the commanding officer 
at the induction station. 

h. The service record is the basic document in which the essential 
facts of Kelsey’s military career are recorded. Every entry in the 
service record has to be correct, because the record may be used at any 
time during a soldier’s service, or in after years, to establish his legal 
rights to any benefits provided by law. The service record, or au- 
thenticated extracts from it, are accepted as evidence in courts, mili- 
tary and civil. Millions of dollars of Government funds have been 
paid on claims which are based on the service record, and other 
millions of dollars claimed have been disallowed. The service record 
stays with Kelsey’s organization throughout his active duty, and is 
then deposited with The Adjutant General. If Kelsey reenlists, a new 
service record is opened for him. The service record is made in only 
one copy. Extracts are made from it when necessary, on certain 
designated and munbered forms, but the service record itself never 
leaves the organization with which Kelsey is serving. 
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472. The following entries are made in opening Kelsey’s sefvice 
record: 

a. On the cover page are entered his last name and the Army serial 
number assigned him at the induction station; his first name and 
middle initial; the arm or service for which inducted (in this case, 
Infantry) ; and his color or race. On the cover page, also, are several 
lines in front of which are blocks in which to enter the letter “X.” 
Under the heading “Army of the United States” in the block in front 
of the line “Selective Service and Training,” an X is placed on Kelsey’s 
service record. 

Note. — Had Kelsey been inducted and released by transfer to the Enlisted 
Reserve Corps, as described in paragraph 470, an X would also be placed in the 
block preceding the line “Enlisted Reserve Corps — Active Duty” after Kelsey 
reported to the reception center. 

h. On page 1, headed Induction Record, the several lines down to 
the double dividing line just above the heading Record of Immuniza- 
tion would be completed. (See fig. 46.) 

473. Kelsey moves on. — Before he left the induction station, 
one other entry was made in his service record: The initials of the 
inducting officer were entered and identified on page 24. Whenever 
an officer initials the service record, he identifies his initials in this 
manner. 

474. Kelsey is processed. — The foUowing incidents occurred- 
during Kelsey’s processing (normally at the reception center; but in 
Kelsey’s case, at the 100th Infantry) and each step was recorded: 

a. Two identical metal tags were stamped with his name, serial 
number, and next of kin. These identification tags he wore on a tape 
hung around his neck. Later, code numbers were pimched on the tags, 
telling whether he had been inoculated for tetanus, and what was the 
nature of his blood type. This step is normally taken at the recruit 
reception center. (See AR 600-40.) 

h. He was interviewed, and the data obtained from that interview 
were entered on page 2, Enlistment Record, of the service record. 
This step is normally taken at the reception center. (See AR 345-125.) 

c. His base pay of $50.00 was noted under Remarks — ^Financial 
on page 13 of the service record. The right-hand colunm of this 
entry was left open, and was filled in after he received his first pay. 
This entry is normally made at the reception center. (See AR 35 
series.) 

d. His religion was noted as the first “Remark — ^Administrative,” 
on page 15 of his service record. 



Digitized by Google 



332 



Original from 

UNIVERSITY OF CALIFORNIA 




ADMINISTRATION 



TM 12-250 

474 



e. He and his group listened to a talk on insurance and allotment of 
pay. The benefits of National Service Life Insimance were explained 
to him, and in order that there should be no high-pressure salesman- 
ship, he was told that he might have 120 days in which to decide. He 
wisely decided at once to take out a $5,000 policy. This called for a 
deduction of $3.45 from his monthly pay. These facts were recorded 
under Government Insurance on page 10 of the service record. (Bull. 
No. 27, W. D., 1940; Cir. No. 125, W. D., 1940, as amended; Cir. 
No. 149, W. D., 1940; Cir. No. 14, W. D., 1941.) He also filled out an 
authorization for deduction of pay, authorizing the finance officer 
to deduct $3.45 a month from his pay, as a class N deduction. This 
is made in duplicate, the original going to the finance officer, and the 
duplicate being held by the personnel officer of Kelsey’s regiment. 
(See W. D., A. G. O. Form No. 29, fig. 25.) Considering the fact 
that his father was working and providing support for his mother, he 
decided not to make an allotment of part of his pay at that time. 
He was told he could make such an allotment at any later date, and 
could increase it or decrease it from time to time. Had he made an 
allotment, the data would have been entered imder class E allotments, 
page 9. (See AR 35-5520 and AR 345-125.) At this time, Kelsey 
also listened to a talk on the provisions of the Soldiers’ and Sailors’ 
Civil Relief Act, and learned how the Government protects his civil 
rights while he is in military service. The fact of this lecture was 
not recorded in the service record. All this normally takes place at 
the recruit reception center, but in this case was done at his organiza- 
tion, Co. L, 100th Infantry. 

/. Kelsey and his companions heard a talk on sex morality, and 
each was given a little pamphlet on the subject. This fact was 
entered on page 4 of his service record. This is normally a recruit 
reception center procedure. (See AR 345-125.) 

g. At this time a prepaid post card was filled out giving Kelsey’s 
full name, serial number, and his first permanent APO address. This 
card was addressed by Kelsey to his father or mother or to whomever 
he wished it sent, thus obviating any delay in receiving mail. 

k. During his processing he received his first typhoid inoculation 
and was also vaccinated against smallpox. His second and third 
typhoid vaccinations came at intervals of 1 week, and appropriate 
entries were made on those dates in page 1 of the service record. 
When receiviug his second typhoid vaccination, the surgeon examined 
his smallpox vaccination, found it positive, and caused the entry 
“Vaccinoid” to be made on page 1 of his service record. The small- 
pox and at least the first of the typhoid series are normally given at 
the recruit reception center. (See AR 345-125 and AR 40-235.) 
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ntfiatT 






(Am «r atfriM tewl 



lafaotiy 



Color arrage - Hhlt< 

(TLACE X IN BOX INDICATING COMPONENT) 

D Rcfuhr Amgr. □ National Guard of tiia 

Amqr of Unitod Statea: 

□ For Regular Aramy umta. 

□ For Natknal Guard uika. 

n Selutive SArvioe and Traininfi 

□ Regdar Araqr Reaofve-— Active duty. 

□ Enlnted Reaerve Corpa — ^Active duty. 



SERVICE RECORD 

eoverlng period 

n«m Jsss-k^., to . nJO. 

Vetet Initiated at Induction atatlxn} ona 
eopgr. Aoeoatyanlea Individual 
throughout aerrlce, then forearded 
to The Adjutant General. Maintained 
at unit peraonnel aection. * 

9m i— In iil l gag — AR » 4I M 



#p H.» A. O. O. Vtemlfb. M 



Figure 46. 
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t 

nsnoTio* BMOu 



Olto liihiHlaa w—rJ 

.No 



a wO AM om\ Mir la mm Um m 
« iraa^ laJ.MlM tortSUMw MrrtM) 
“ ■ 



New Tork. M. Y. 



UiltoHilaiWk. 

IkH « inlnlM UMha lUlha 

DMa aoJ phca «l Mactlaa t N® ^ , Y OT* k ^ IfY • 

•y*u«hiwM^Nilliain Jones _ 

lat Lieuy r r'i r^arft^^ 

Recr^KTfe’cepSSn Center 
fkm H vUA mm Fort D ix^ N# Je 






^ June 1, .1942 



SBCORDS OF DUCOHIZATIOH 

(Baa par. 8, AB 40-218, tor details rebtira to Immonlsattoa reoordi) 



BHAILPOZ TAOOIVATIOV 


Data 


Basalt i 


June 2/42 


Vacclnold 














TYPHOID 7A(XHHATI0VS 














June 16/42 




OTEIB 7AO0DIA11OV8 


•glni< 


Data 










^etanus Toxoid 


Aug 5/i^ 


[Blood Type ”0” 


June 2^742 


DXPETEZRIA fOSClPTlBXXlTT TBT— 601IICK 


Dal* 


Boaolti 

















OAum ixAxxvAnon 

(SeeAR 40 - 110 ) 



Dot* 


PKsdta amnlaad 
for 


Elodof 
^wcloiao 4 


Poaltlraor 

Mcatlto 


















- 










• •• TMdnla, Taeclsotd, or Immtm# roaetloD. 

• Haoonl m p^Ure, poelUra ooDbioad, DoiatlTO-pMudo or oetatlre. 

• BMocd u woes» un^ sputuni* blood, oto. 



msvnmn uooid 

Jr ■ -3QI66766 



f^MfcoRnrVty JheeldbMjXL. 

singlii owMsu.e filurk CTjrpiat) 

DVOAnOVll QVAXZroAIXOlf 

Tasaki OmMwacM.JEL. Hbkecbaai.jL. CAfaerMlMnlly. 

nMjMbw RiwiaaflBJfcttoH eriifc.ik 

few — 7 M IQPMCaMBBSeK, 

jktMMAdbadrfflenaral flliirlfial and .typing . 
— Chauffw A-2QJDQ 

_ M OlwMMiiMii d ia) (WaMIre 

leMa ...^ M— — g ~ 

jw^.AMRiL.Aj n rova R tjrri 

lOMB ABDIW AJn RlAl 

JlSlSO-SostlUSgrafiia^^ 



EateUeaMiBgl. 

Mottaar. lOSO Sottth.l8SWi!jl!iiay_ 

Bbar aad MfaM ar rofal laaUi If Maa. aoMlala) 



AiarlJSOr^ 



If aMa. aa Mal i) 

..JDLol.J^ 



JfotbAiL IDSO^SasSri^ 

* ***"lBM!l!t* * ***** * W— 4e^aaiaaal |^ ; l^a.M alalal 



(Oir. tawa. ar aaae aRaat 

DBSIQVATIOV OF BSHDIGIABT 
(To bo aotarad only (roo oppropriato «»llrtiiMDl or iDdoodos looord or 
W. D., A. O. O. ronn Na 41 ) 



iQ5b..souiaa rttt i MjQ ; . 



CNm 



CtTRttBHT RWH ym if t 
(8m ^BonarkR-naancM" (par. Sa, AB M8-U8)) 

Ifi araalrtBMl ^6..^ p 



-deyef- 



kpadaaf. 



laaarM 

fti^ilei .0 






ataalalMaaA Mm aow ...Q faara' 

riMM difacto al adblwat _NOZia. 






• Btrfk* oat words not oppUooblo. . 

t No sotTf reqatnd for roea sMorad throogh SelaotlTe Berrloo. 



Figubb 40— Continued. 
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i. During the next few hours, Kelsey was interviewed by classifica- 
tion experts. They tested him in order to find out for what duty he 
was best suited and where he would be of greatest value to the Army 
and to himself. For 7 years, Kelsey had been doing general clerical 
work. He had become proficient in typing and knew the technique 
of filing correspondence. For 2 years, he had been a taxi driver in 
New York City. This work appealed to him and he requested that 
he be assigned as chauffeur in the Armored Force. He was given the 
General Classification Test and passed it with a score of 126. This 
showed that he was a man of high intelligence and natural ability. 
Presumably, he would be well qualified in the kind of work he had 
been doing in civilian life. However, to make sure, he was given a 
clerical test, and on the basis of the results was classified for duty as 
“Clerk, genera); specification serial number 055, skilled.” All these 
facts, together with other information gathered from interviews with 
Kelsey, were entered on his soldier’s qualification card. Around the 
perimeter of this card, the classification officer indicated, by marking 
certain code figures in pencil, the various capacities and abilities of 
Kelsey. These code markings were then punched out, so that at 
any later date a device known as the McBee selector could auto- 
matically select his card from among aU the W. D., A. G. O. Form 
No. 20’s of the regiment for assignment to a duty for which he was 
especially qualified. This card is made in the original only, and 
follows the soldier through his military career. When he is discharged, 
the data on it are transcribed in full onto D. S. S. Form No. 128, and 
is used to help reinstate him in civilian employment. (See W. D., 
A. G. O. Form No. 20, fig. 47.) The classification process is normally 
a function of the recruit reception center, though reclassification is 
the responsibility of the soldier’s organization, and is a continuous 
process throughout his career. (See AR 615-26 and AR 615-27.) 

j. Kelsey was assigned to Company L, 100th Infantry. This 
assignment was made by the regimental personnel officer, acting for 
the regimental commander. A regimental special order was pub- 
lished, announcing his assignment, together with other assignments 
made at the same time. The fact of his assignment was recorded on 
page 5 of the service record under Original Assignment, and Organi- 
zations to Which Subsequently Assigned During the Enlistment 
Period. (See AR 345-125.) 

k. Kelsey arrived from the induction station in civilian clothes. 
One of the first steps in his processing, after receiving his physical 
check-up and his meal, was to get him into uniform. No soldier 
feels that he is a member of the armed forces until he is wearing a 
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uniform. An individual clothing and equipment record (W. D., 
A. G. O. Form No. 32) was made out for Kelsey, which specified his 
various sizes and called for the issue of specified quantities of each 
item. This is a combination of the old Form No. 32 and W. D., 
A. G. O. Form No. 33 (Individual Equipment Record), and was 
initialed by Kelsey at the foot of each column which lists clothing 
and equipment issued to him. If Kelsey had received his clothing 
at a recruit reception center, this form would have been made out 
by his temporary company commander, and he would have received 
only one complete set of uniform and clothing, pending his shipment 
to the replacement training center. In this hypothetical situation, 
however, the commander of Company L made out the individual 
clothing and equipment record, and Kelsey received at one time the 
full issue of clothing called for. The original of this record is retained 
by the company commander, and the duplicate is delivered to the 
quartermaster. If Kelsey were processed at a recruit reception 
center, a third copy of Form No. 32 would be made and forwarded 
with his service record. (See fig. 2.) 

1 . On the day when Kelsey was assigned to Company L, or the 
following day, certain of the Articles of War were read to him and 
other trainees, and this fact was noted on page 4 of his service record. 
These Articles of War, which must be read to every soldier within 6 
days of his enlistment, and thereafter every 6 months, are numbers 1, 
2, 29, 54 to 96, inclusive, and 104 to 109, inclusive. (See AR 345-125.) 

476. That completed Kelsey’s processing. The sequence of the 
steps of processing varies according to circumstances. While one 
group of men is being clothed, a second group may be interviewed, 
and a third group may be listening to the talk about insurance. The 
sequence is controlled by the officer in charge of processing, whether 
that be the recruit reception center commander, as is normal, or the 
regimental commander in the abnormal situation where a soldier 
comes direct to the regiment from an induction station. The proc- 
essing may be accomplished in 1 day, or several. In the case of 
Kelsey, it was completed on June 2. 

476. Kelsey might have proceeded from the recruit reception 
center to a replacement training center. There, for 13 weeks, he 
would have received basic training in the arm or service to which he 
had been assigned. However, this hypothetical situation takes him 
from the induction station to his organization — Company L, 100th 
Infantry. 

477. Kelsey with his company. — From this point, the story of 
Michael J. Kelsey is told by a variety of records such as morning 
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report, pay roll, company collection sheet, and medical and property 
records. Of these, the company morning report supplies most of the 
information, inasmuch as it is the basic record of everything of im- 
portance which transpires within the company. 

478. Kelsey, along with 176 other selectees, was assigned to and 
actually joined Company L on June 2. Had there been less than 20 
men assigned to the company on that day, the name, grade, and serial 
number of each man would have been written in the remarks section 
of the morning report; but in order to reduce the labor involved in 
listing more than 20 men, a roster was made in duplicate, on plain 
white paper for the original and on tissue for the duplicate. The 
duplicate was folded and pasted in the morning report, remarks sec- 
tion, and the original was sent up with the morning report to the unit 
personnel section. The imit personnel section made one report of 
change card for all of the 177 men (W. D., A. G. O, Form No. 303), 
attaching a certified true copy of the regimental special order assigning 
the men to Company L. This report of change, with the order 
attached, was sent to the machine records unit through channels. 
If the men assigned to Company L on June 2 had numbered less 
than 20, the unit personnel section would have made a report of 
change card for each man. 

479. Upon receipt of the report of change and order, the machine 
records unit (1 or more service each service command and certain 
elements of the field forces) made out a status card for Michael J. 
Kelsey. Thus Kelsey was incorporated in the personnel accoxmting 
system of the Army. From that day, each change which affected 
Kelsey was recorded by means of a report of change card. 

480. The morning report provides data for the report of change 
cards, and for service records and other records of the individual. 
How these various records are maintained is explained in chapter 4, 
part two. 

481. Company L has now been officially activated; its initial records 
have been started and it has settled down to its normal training 
program. Dming the months, here are the incidents which affected 
Michael J. Kelsey, or which might have happened to any soldier. 

482. June 4. — Kelsey received his first fatigue detail. The figure 
4 was entered against his name in the fatigue colmnn of the duty 
roster to indicate that he had fatigue duty on June 4. No entry was 
made on the morning report or service record. The duty roster is a 
record of the interior affairs of the company. (See fig. 12.) 

483. June 6 . — Kelsey was issued a rifle, a flashlight, and a com- 
pass, which was recorded on his W. D., A. G. O. Form No. 32. (See 
sec. II, ch. 4 and fig. 6.) 



Digitized by 



Google 



351 



Original from 

UNIVERSITY OF CALIFORNIA 




TM 12-250 

484-489 . ADJUTANT GENERAL’S DEPARTMENT 

484. June 9. — Kelsey took his second vaccination for typhoid. 
The fact was recorded in page 1 of the service record. At that time, 
his smallpox vaccination was found by the surgeon to be positive, and 
“Vaccinoid” was therefore entered on page 1 of his service record. 

486. June 16. — He took his third and final typhoid vaccination, 
which was noted on page 1 of the service record. 

486. June 21. — Kelsey, with others in the company, signed the 
pay roll. That was for payment which would be made on Jime 30. 
Kelsey's amoimt was $50.00 less $3.45 for insurance deduction, or 
net $46.55. (See fig. 27.) 

487. June 25. — Kelsey received his first vaccination against 
tetanus. There was a series of three such vaccinations. The date 
of the last vaccination was entered on page 1 of the service record, 
imder Other Vaccinations. At the same time, his blood was typed, 
and a notation also made under Other Vaccinations on page 1 of the 
service record. Also, the blood type and the fact that vaccination 
for tetanus had been accomplished was stamped in on his identifica- 
tion tags. All these vaccinations — smallpox, typhoid, tetanus, and 
the taking of blood type are customarily done by groups, the company 
commander sending a roster of the men to be processed and the 
surgeon furnishing a record of the accomplishment of the vaccination 
on W. D., M. D. Form No. 81 (Immunization Register). From the 
Form No. 81, entries are made in the service records by the unit 
personnel section. 

488. June 30. — The regimental personnel section entered on page 
13 of Kelsey’s service record the fact that he was paid on that date. 

489. June 30 to July 6. — Kelsey and other men in the company 
were paid. It is customary to pay men in the morning, then to per- 
mit them, except for those required for guard and details, to go on 
pass for the rest of the day. Kelsey went to town— and promptly 
got into trouble. When he came to his senses, he discovered that it 
was well along in the afternoon of July 2. He hurried back to the 
post, but no talking or planning on his part could turn the clock 
back. He had been absent without leave — for 2 days, July 1 and 
July 2. Even though he was present with the company during part 
of July 2, the fact that he was absent at aU after the preceding mid- 
night meant that he was officially absent for the day. The morning 
report, it was true, showed that he actually returned at 1800 on 
July 2. Nevertheless, as he was absent during even 1 minute of that 
day, he was, in the eyes of the court, absent for the entire day and 
chained as such. (Par. 104c, Manual for Courts Martial, 1928.) 
However, he did not forfeit pay and allowances for that day. When 
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he was missed on July 1, his platoon commander had a search made 
of his property in an attempt to find a clue. It was discovered here 
that Kelsey was short one canteen and canteen cup. When he re- 
turned and could not produce this property it was charged against 
him on a statement of charges, which he signed (see fig. 28). T his 
same served as a receipt for replacements, which were issued to him 
at once. The morning report recorded him as AWOL on July 1, 
and on July 2 showed him as “AWOL to dy 1800.” Charges were 
preferred against him and he was tried by siunmary court on July 3 ; 
the court adjudged him guilty and ordered that $6.67 of his pay be 
forfeited (see app. II). The verdict of the court was approved on 
July .5, and on that date entries were made in the following places 
in Kelsey’s service record: Record of trial by courts martial, page 8; 
remarks — financial, page 13. That second entry not only showed his 
pay forfeiture, with authority for it, but also showed that Kelsey 
owed $1.00 for lost property. It was an expensive vacation for 
Kelsey; he lost a total of $9.34 computed as follows: 1 day’s pay at 
$1.67 per day; court-martial forfeiture, $6.67; GPLD $1.00. Had he 
been ordered into confinement by the summary court, that fact would 
have appeared on the morning report, which would explain his absence 
from the company during the period of confinement. 

490. July 10. — Kelsey qualified as an expert on the bayonet course. 
Entry as bayonet expert was made on page 15 of his service record. 
This entry was made on information given by the company com- 
mander, and was initialed by the regimental personnel officer. 

491. July 15. — Kelsey was placed on duty as clerk in the regimental 
personnel section. This called for two entries in the records: an 
entry in the company morning report — ^“Pvt. Kelsey dy to SD Hq. 
100th Inf.” — and an entry under Special Duty, page 4 of the service 
record — Clerk Hq 100th Inf (From 7/15/42 RO 39, 7/15/42).” The 
date when he was relieved from this special duty could not be entered 
until later. During his special duty at regimental headquarters, he 
was still carried on Company L morning report inasmuch as he was 
still a member of that company and lived and messed with the com- 
pany. 

492. July 21. — Kelsey signed the pay roll. He saw that deductions 
had been made for insurance, court-martial sentence of forfeiture of 
pay, 1 day’s pay for AWOL, and lost property. 

493. July 26. — Kelsey fired the rifle for record and qualified as 
expert rifleman. Regimental Order No. 49 published the list of those 
who qualified in the rifle. This special order was based on the scores 
in the individual score books which the company commander sent to 
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the unit personnel oflSicer for this purpose. No entry was made on the 
morning report, because Kelsey’s duty status was not affected. Be- 
cause of his qualif 3 nng as expert rifleman, Kelsey would normally re- 
ceive $5.00 a month additional pay; however, additional pay for quali- 
fication in arms is suspended for the duration of the war. These facts 
are normally noted in the service record under Qualification in Arms, 
page 4, but due to the facts explained above, the entry as to qualifica- 
tion in arms is now made on page 16 of the service record under Re- 
marks — Administrative. The entry of his qualification in his service 
record would normally be made at the time the August pay roll is 
made up, on or about August 16. 

494. July 81. — Kelsey was paid. This time he received only 
$37.21. His AWOL cost himi $8.34, lost equipment was $1.00, and 
insurance the regular $3.46. Ever since his AWOL he has been wor- 
ried about finances. He has decided to turn over a new leaf and start 
saving $10.00 a month. He so informed his company commander, 
who included him in a list of depositors which was presented to the 
disbursing officer. Kelsey was given a soldier’s deposit book by the 
disbursing officer with his $10.00 deposit entered in it. This deposit 
he cannot withdraw until he leaves the service ; but he knows it is out 
of temptation’s way. A record of his deposit was made in the service 
record, page 11 Deposits and was initialed by the regimental personnel 
officer. 

496. August 16. — The regimental personnel section started making 
up the pay roll for August. 

a. August 16 . — Kelsey was relieved of special duty as clerk in regi- 
mental headquarters and returned to his company. The entry of July 
15 under special duty in his service record was therefore completed by 
the unit personnel section. 

h. August 16 . — ^Except for his AWOL in early July, for which he 
paid the price, Kelsey’s record has been unblemished. So he was 
granted a 16-day furlough, from August 16 to August 29. The fur- 
lough was made out, on the recommendation of his company com- 
mander, by the unit personnel section and was signed by the regi- 
mental commander. It was in duplicate ; Kelsey received the original, 
and the unit personnel officer retained the duplicate. (See fig. 48.) 
On page 6 of Kelsey’s service record — Furloughs — the unit personnel 
section entered the dates 8/15 to 8/29 and gives AR 615-275 as the 
authority. The entry also showed that Kelsey retimied on August 30. 
Two entries had been made on the company morning report: under 
August 15 “Pvt Kelsey dy to fur 15 days,” and under August 30 
“Pvt Kelsey fur 15 days to dy.” Entries were made by the imit 
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personnel section on the locator cards. Kelsey was entitled to com- 
mutation of rations for the period of his absence on furlough, under 
authority of AR 35-4520, and at the rate prescribed in Circular No. 
236„ W. D., 1942. He drew this on September 5. It was paid separate 
from the pay roll. 

496. August 31. — Kelsey was paid. He received his base pay, less 
$3.45 for insurance. Kelsey deposited $15.00 this month, and another 
entry was made by the disbursing officer in his soldier’s deposit book. 

497. September 21. — Kelsey signed August pay roll. Deductions: 
$3.45 for insurance. 

498. September 30. — Kelsey was paid. His furlough had re- 
duced his personal finances considerably, so he decided not to make a 
deposit this time. One entry was made in the service record, under 
Remarks — Financial, to the effect that he received his pay on Septem- 
ber 30. 

499. October 2. — Kelsey, with the rest of his company, was 
issued woolen uniforms. Two more blankets were issued per man. 
The proper entries were made in the individual clothing record and 
equipment record, which were initialed by both Kelsey and the officer 
issuing the new clothing and equipment. No entries were made in 
the morning report, or in the service record. (See fig. 46.) 

500. October 20. — Kelsey signed the pay roll. 

501. October 30. — Kelsey was reclassified. He had been doing 
good work as clerk, and Captain Woodring believed that he was en- 
titled to a technician rating. Before making such a recommendation, 
he conferred with the unit personnel officer and arranged for the 
classification officer to give Kelsey another clerical test, to prove his 
increased aptitude. Kelsey passed this test with a mark of “excel- 
lent.” 

502. October 31. — He was paid, but made no deposits. 

503. November 1. — Kelsey profited by his good score in the re- 
classification test. His company commander recornmended him for 
appointment as technician fifth grade and a regimental order effected 
his promotion. As such, his base pay was increased to $66.00 per 
naonth. The regimental personnel sectibn entered the facts under 
Military Record on page 5 of the service record and the unit personnel 
officer initialed that entry. This entry should also be made under 
Remarks — Financial. The morning report of November 1 included 
the remark “Pvt Kelsey aptd Techn 5th gr per RO 96, 11/1.” A 
report of change card of this date would show the same change in 
Kelsey’s status. 
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MEMORANDA FROM COMPANY COMMANDER 
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» poa nmoKi 10 ■on lannofft wni RRBHir. i» Nt m OGIOT or mioiaonr t 

(WhM M nf«fT«d to* owttOnte kb«r« wlB not bt ciwnpirtod until apinoThl latow to lornmid) 



NOTE: Initiated by the unit personnel officer, in duplicate, upon 

momorandum from the company commander • Original to individual; 
duplicate retained by unit personnel officer* 
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CERTIFICATE OF SOLDIER'S IMMEDIATE COMMANDXNQ OFFICER 
AS TO HIS RETURN FROM FURLOUGH. 
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Figure 48— Continued. 
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604. November 16. — Kelsey was ill and went on sick report. His 
name was entered by the first sergeant on the daily sick report “in 
line of duty” and the entry was signed by his company commander. 
The medical officer at the infirmary confirmed the line of duty, sent 
Kelsey to the hospital for a few days, and signed the sick report 
accordingly. 

606. November 22. — Kelsey signed the pay roll for November. He 
was earning good pay now. His only deduction was $3.45 for in- 
surance. 

606. November 30. — He was paid, and that fact was noted under 
Remarks — Financial on page 13 of the service record. Kelsey decided 
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Figure 40. 
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to discontinue his insurance and the deduction for premium. He 
gave no reason; merely decided to exercise his prerogative. He there- 
fore signed a W. D., A. G. O. Form No. 30 (see fig. 49); and this was 
also signed by the regimental personnel officer. The imit personnel 
section entered in the Government insurance section of the service 
record, page 10, the fact that deduction was discontinued on November 
30 at soldier’s request. 

607. November 30. — Kelsey’s illness — chronic arthritis of the left 
knee — prompted the company commander to confer with the medical 
officer about his condition. On the advice of the medical officer the 
company commander initiated steps for Kelsey’s discharge for dis- 
ability. He made out and signed a W. D., A. G. O. Form No. 40 
(see fig. 50). This he gave to the surgeon, who referred it to a “ODD 
Board.” This was a board of officers appointed under AR 615-360. 
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The board of three medical officers made its report and recommenda- 
tion on page 2 of Form No. 40. The recommendation was that 
Kelsey be discharged. This report was indorsed to the regimental 
commander, who indorsed it to the division commander with his 
concurrence in the findings. The adjutant general, acting for the 
division commander, and in compliance with section III, Circular 
No. 272, W. D., 1942, transferred Kelsey to the service command at 
Fort Dix, by indorsing his service record to the commanding officer of 
the 2333d Service Unit at that station. The medical board proceed- 
ings recommending Kelsey’s discharge were forwarded to the com- 
manding officer of the service unit by 3d indorsement “For discharge” 
from division headquarters. The commanding officer of the service 
unit to which Kelsey was transferred actually accomplished the dis- 
charge. 

608 . When Kelsey was actually discharged, that fact was recorded 
on page 23 of the service record — Final Indorsement. It was signed 
by Kelsey and by the personnel officer. Kelsey’s company com- 
mander initialed Kelsey’s character and efficiency as “Excellent.” 
Entry was made on page 13 of the service record. Remarks — Financial, 
stating when he was discharged, by what authority, the fact that he 
was paid in full by the disbursing officer, and that his deposits of 
$25.00 were returned to him. Before the service record was closed, 
the personnel officer made sure that the name of each officer who had 
initialed any entry in it, together with a specimen of his initials, was 
inserted on the final page. This was done so that any reference to 
initials in the service record may be readily identified. This closed 
the service record, which was then forwarded to The Adjutant General 
where it became a permanent record. There are many pages in the 
service record of Kelsey which were not used in recording his history. 
Mostly, they are self-explanatory. The detailed regulations covering 
service records are found in AR 345-125. 

509 . The detailed process by which Kelsey was discharged is 
described in section VII, chapter 11, part two. It is told in detail 
because the unit personnel officer, in order to handle the affairs of the 
men of the regiment efficiently, should know intimately every step in 
their induction, active duty, and separation. Most of the records 
concerning the individual soldier are maintained at the unit personnel 
section. Only those records are maintained in the company which 
cannot efficiently be handled by the unit personnel section. For a 
list of the records maintained in company and in unit personnel 
section, see AR 345-5. 

610 . So ends the story of Michael J. Kelsey. 
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TO ALL WHOM IT MAY (DONCERN; 



ia to Ccrtitp, That* U lcheel j. Kelsey 

■j- 30766766 Tech nici an, 5 th Oradej 2333 e Service U nit 

THE ARN/IY OF THE UNITED STATES, as a TESTIMONIAL OF HONEST 
AND Faithful Service, is hereby Honorably Discharged from the 

military service of the UNITED STATES by reason of t_Si 

3 rd I r.d, , 20 th Inf, Div« , July 30 , 1942 

Said was bom 



in Xork in the State of New Yqrk. 

When enlisted he was years of age and by ocxnjpation a 

He had eyes, hair, complexion, and 

was feet inches in height. 

Given under my hand at this 

day of one thousand nine hundred and 




0 SC.\P C. KUBACH 
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SmXR 346-170. 

'Insart daidc; as, **John J. Doe.” 
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lU disdiarged prior to ezpiratloo of senrloew giro numbar, data, aod aouroa of ordor or fall dosoripUoa of autbority tberafor. 

0.0. Form No.M 
April MK IMl 

(t) Front, 
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NoneomnUukned nfficer: 

Qualification in J^ly 25. 1942^ RO ^56^ 100th Infantry, July 2 5/42 

Ho€S€man$kip: JftxtLJBQUAlcftd Anny speciaHy: .. Clftrk 

AiUnJance irfr, Jfeafl 

(Nhm of BCMBBlHlMid aann* «K.iptilil arrlM MkooO 

Bitffa, tnioictmnU, skfnniMha, expoiiUons: 



Dtcorathns, service medals, citalions: 

Wounds Ttcetoed In serHee: SjPg 

Dote and result ef smaBpax voednation: j Juno 1942 

Dole ef cempUdon rf off typhotd-poratyphoid eaednations: t 

Dote and rtmA e/ dtphthaia immunity test (SdddQ:X 



Date rf aAer eoodnotkns {specify voceine used):X l2S2 

Physical condition schen discharied: ^?S.. Married or sin^e: _§i£!Si 5 . 
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Remarhp: Time loat und e r 1 07t h A# lf»i July l/42 to July 2/4E incl., 2 day s 

_ Sol dier entitled to tr^el pity* 
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0 Back. 

Fioxtbe 52— Continued. 
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Chapter 10 

REGIMENTAL ADMINISTRATION IN THE FIELD 



Paragraphs 

Section I. Forward echelon 511-526 

II. Rear echelon 527-539 



Section I 

FORWARD ECHELON 

511. When a regiment engages in maneuvers or enters a combat 
zone, there is a wide physical separation of the two parts of the adju- 
tant’s office. The functions of the adjutant are streamlined, and 
much of his garrison routine is suspended or is carried on by the unit 
personnel officer. The adjutant, with the regimental sergeant major 
and one or more clerks, accompanies the forward echelon. The unit 
personnel officer, with all administrative personnel except the sergeant 
major and the one or two clerks mentioned above, is in the rear 
echelon. Distances between the two echelons vary according to the 
tactical situation. While the forward echelon may be continually 
on the move, accommodating itself to the exigencies of combat, the 
rear echelon may remain relatively stable. It is here, in the rear 
echelon, that the detailed administration of the regiment is carried 
on. As assistant adjutant, the personnel officer assumes many of 
the normal functions of the adjutant, such as signing reports and 
making assignment of officers joining the regiment. 

512. In the forward echelon, the adjutant is a member of a small, 
closely knit, hard-hitting staff team. Here, more than ever, he is an 
executive, having to make quick decisions; keeping himself posted on 
the up-to-the-minute tactical situation; ready to act at a moment’s 
notice. 

613. The major responsibility of the adjutant is for personnel; for 
maintaining the effective strength of the regiment at its peak at all 
times, making provision for immediate replacement of battle casual- 
ties. He is also vitally concerned with measures dealing with morale 
of the troops, both officers and men. While others are concerned 
with intelligence, operations, and supply, it is the function of the 
adjutant to make sure that the one indispensable ingredient of suc- 
cessful combat is always present — manpower, effective manpower 
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with a will to fight and so distributed according to capabilities that 
it will count for most when the test comes. 

614. Except when he visits battalions and companies to check on 
personnel matters, such as casualties, the adjutant is in the forward 
CP at aU hours. When the regiment moves forward and a new CP 
is established, the adjutant is usually designated to remain in the 
abandoned CP until the new one is established and contact is assured. 
When he is informed by telephone, radio, or in some other way that 
the new CP is in operation, he then reports both to the new CP and 
to the rear echelon that he is closing station, cutting his communica- 
tions, and moving to the new CP, the location of which he gives to 
the rear echelon. Before leaving a CP, the adjutant should inspect 
the premises to make sure that policing has been done and that no 
equipment or records have been left behind. 

616. In combat, the primary fimction of the adjutant is to keep an 
accurate strength report of the regiment, and to take immediate steps 
to furnish replacements. The strength report is maintained by the 
regimental sergeant major and is based on abstracts of morning reports 
sent to the forward CP by the several companies. These abstracts, 
together with an abstract of the headquarters morning report, are 
then sent to the rear echelon. They may be sent to the rear by any 
means of communication available. One dependable means is the 
ration trucks of headquarters company. 

616. When casualties are reported by the companies, they should be 
reported by grade; so many sergeants, corporals, mechanics, machine 
gunners, and so forth. The adjutant notifies the personnel officer, 
who makes immediate requisition through division headquarters for 
replacements. This requisition is made on W. D., A. G. O. Form No. 
211 (Unit Personnel Replacement Requisition). It should state the 
number of replacements needed by grade and job classification. It 
should be sent by the quickest means to the adjutant general of the 
division, with a copy to the regimental adjutant. The adjutant and 
the personnel officer should maintain a running record of replace* 
ments requested and replacements received. This is in informal form. 
The personnel officer should plan for the receipt and assignment of 
replacements. He insures that they are checked and sorted according 
to organization and according to classification. Temporary quarters 
and mess are usually available in the rear echelon; and guides lead the 
company groups forward from there to join the respective organiza- 
tions under cover of darkness. Or they may be sorted and checked 
at the railhead, if this is advisable. In any case, the personnel officer 
is responsible for their proper receipt, assignment, processing (if 
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necessary), and forwarding to appropriate organizations. Normally 
replacements are not forwarded to units and organizations which are 
actually engaged in combat. 

617. The handling of replacements requires the fullest cooperation 
by the regimental adjutant, the division adjutant general, and the unit 
personnel officer. No means must be spared to make casualty reports 
rapid and accurate, to place battle replacement requisitions immedi- 
ately, and to plan for the reception of replacements. 

618. Replacements other than battle replacements should be made 
through the unit personnel officer, who should forward these men 
to the companies to which they are assigned; or assign them to 
companies. Such replacements include men returning from hospital, 
from AWOL, detached service, and so forth. 

619. The adjutant must be prepared to take action r^arding 
prisoners of war. When prisoners are captured, they are turned 
over to the military police at the regimental collecting point. Thence, 
after being examined by G-2, they are sent by the provost marshal 
to the division prisoner of war enclosme. The adjutant’s responsi- 
bility is to insure that a report is made immediately to higher head- 
quarters, giving the number of prisoners and all pertinent facts ob- 
tainable. He should also report in as much detail as possible capture 
of materiel and enemy civilians. Whether these reports, and other 
reports for higher headquarters, are sent direct, or through the unit 
personnel officer, depends upon the geographic location of higher 
headquarters and the commimication net available. In any case, 
the unit personnel officer should be kept closely advised of all per- 
sonnel matters handled by the adjutant. 

620. While morale is the primary responsibility of the special 
service officer, the adjutant is concerned with planning recreation 
in the absence of a regimental special service officer. On maneuvers, 
frequent opportunities arise for rest and recreation. Careful plans 
must be made to insure that all men have an equal opportunity to 
relax and to go on pass, when such policy is feasible. The adjutant 
should maintain close liaison with the chaplain and with the regi- 
mental representative of the Red Cross. In combat, where recreation 
and leave are out of the question, the adjutant should advise the 
regimental commander on the needs and methods of providing rest 
for the men, giving them opportunity for bathing, providing them, 
when feasible, with athletics or entertainment, and with fresh clothing, 
especially socks. 

621. The adjutant must see that appropriate recommendations 
are made for citations and awards. This is not a responsibility that 
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can be left for return to garrison. Morale is highest when citations 
and awards are made as soon as possible after the acts on which they 
are based. 

522. Maintenance of the unit journal is a responsibility of the 
adjutant. 

523. Just as the adjutant recommends assignment of quarters in 
garrison, so he is charged in the field with the interior assignment 
of space within the headquarters. He must see to it that the regi- 
mental commander and executive have tables and chairs and that 
S-2 and S-3 are allotted space close to each other; and that there 
is no unnecessary movement around the headquarters. His own 
table and chair should be near the entrance, where he can readily 
control movement in and out of headquarters and make sure that 
the commander and the various staff officers are not needlessly 
disturbed. 

524. When the regiment proceeds into a maneuver or camp area, 
the adjutant is responsible for billeting the headquarters personnel, 
and for assigning billeting or camp areas to the companies and 
detachments of the regiment. The headquarters commandant is 
responsible for the actual movement of personnel and impedimenta of 
the headquarters. 

525. A problem which frequently confronts an adjutant is how 
to care for officers and enlisted men attached temporarily to r^i- 
mental headquarters, such as liaison groups and special messengers. 
He should see that space is provided for them under cover and 
adjacent to headquarters, and should make arrangements for their 
mess, and for transportation when necessary. Care mrist be taken 
to insure that such individuals and groups do not clutter the swift- 
movit^ staff functions, and at the same time insure that these special 
groups have an opportunity to perform their missions unhampered. 

526. The greatest care must be exercised to make sure that all 
elements in the headquarters are fully concealed from observation, 
and that movement into and out of the headquarters is by concealed 
or devious routes. It is good practice to change the approach to 
the headquarters bivouac frequently, so ’that paths will not be worn 
which will disclose the location to enemy air forces. 



Section II 
REAR ECHELON 



527. While the work of the adjutant becomes more closely integrated 
with that of other officers of the staff, the work of the personnel officer 
becomes more detached. To a considerable degree, he is on his own. 
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He must not only carry on his normal personnel procedures, consider- 
ably streamlined, but must also make many decisions which are made 
by the adjutant while in garrison or training camp. 

628. The miscellaneous section of the headquarters is transferred to 
the unit personnel section, and the personnel officer maintains its 
activities. Many of the details which, in garrison, consumed the time 
of his clerks, are either suspended during operations in the held, or are 
greatly curtailed. Transfers of men are usually suspended, except for 
isolated cases. Discharges are normally held in abeyance, except where 
convenience of the Government is concerned, or where higher authority 
prescribes discharges for specific reasons. Reports of survey, inventory 
and inspection reports, investigations, and boards are kept to a 
minimum. Special orders are few. Courts martial are less frequent, 
partly because opportunity for infractions of regulations is not so 
readily available. There will be, however, many occasions when courts 
martial are held in the field, especially summary courts, so that dis- 
cipline can be maintained through the swift administration of justice. 
In the case of an expeditionary force, both courts and boards will 
normally function in rear areas. Correspondence is streamlined, and 
only cases of urgency justify the requests for information from the 
companies and detachments which are scattered over wide areas of 
terrain. 

629. In short, all emphasis is placed upon the tactical situation and 
engaging the enemy successfully. Those personnel procedures are 
emphasized which are concerned with effective strength of the regi- 
ment, its casualties and combat replacements, its equipment, supply, 
and morale. Strength reports, service records, soldiers’ qualification 
cards, locator files, pay rolls, pay vouchers, and reports of change are 
of primary importance. No matter how swift becomes the movement 
of troops, the growth of a casualty list or the requisition for replace- 
ments, the personnel officer must insure that the contract between the 
individual and the Government remains unblemished. If data for 
entry in the morning report, seiwice record, and soldier’s qualification 
card are not immediately available, they must be collected as soon as 
combat conditions permit. This requires tact and perseverance on the 
part of the personnel officer. He must always keep in mind the 
difficulties under which the forward echelon operates, yet never 
forsake his search for missing data with which to complete the essential 
records of the individual. 

630. The personnel section is in the rear echelon, usually near the 
service coinpany, which provides messing facilities. It may be part of 
an administration center; that is, in a close grouping of all personnel 
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sections at the division rear echelon. (See AR 345-5.) Usually a 
division administration center is not maintained, and the unit person- 
nel sections are located within contact range of the divisional rear 
echelon. It is a fairly stable installation, moving only infrequently, 
and only when advances against the enemy are so great as to make 
contact with the forward echelon impractical without a forward 
movement. 

631. A major responsibility of the unit personnel officer is to be 
prepared at all times to give necessary information regarding classifica- 
tion of men in the regiment, so that replacements can be filled quickly 
and with the best possible assignment of jobs. He will normally be 
responsible for receiving and assorting replacements, and forwarding 
them to their organizations, whether that operation is conducted at 
the rear echelon, at the railhead, or elsewhere in the rear area. 

632. Another responsibility of the unit personnel officer is to report 
each day the daily ration strength return, as explained in section II, 
chapter 3, part one, and in section III, chapter 7, part two. This 
information is gained from the company morning reports, or from the 
abstracts which are submitted in lieu of the morning report itself. If 
morning report abstracts are not received promptly, due to the tacticd 
situation, the daily ration strength return shoidd be estimated on the 
basis of the latest available figures, and so designated. 

633. The delivery and collection of mail must be worked out, so 
that there is a normal flow each way. Mail is usually delivered to 
companies on the company ration trucks, and therefore frequently 
from divisional railhead. 

634. The unit personnel officer is responsible for the proper organiza- 
tion of the administrative rear echelon and for the concealment of all 
vehicles and tentage from air observation. He should take the same 
precautions as are advised for the adjutant, and exercise the same 
control over movement into and out of his headquarters. 

636. The unit personnel section should be so organized that it can 
break camp and move on a few minutes notice. The exigencies of 
modem combat make that imperative. No matter how seemingly 
immune from attack the echelon may be, there is no assurance that it 
may not be attacked at any moment. Frequent “dry runs” should be 
held, so that each enlisted man knows what equipment and records he 
is responsible for and where and how they will be packed. Organic 
transportation for the unit personnel section is not authorized, and 
transportation is normally furnished by the service company. 

636. The unit personnel officer is faced with the problem of what 
records, blank forms, and office supplies to take into the field, and 
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what kind of containers to use. This is a problem which can be 
successfully solved only by the exercise of careful thought and common 
sense. To begin with, the service records of the command must be 
taken. The issue regimental field desk is not a suitable container, 
even if these field desks could be obtained. The answer is to make 
wooden boxes in which the various records will fit, and which, when 
opened, will also serve as file cases for the records. 

537. What permanent or current files to take into the field is a 
matter to be decided by each adjutant, in accordance with the known 
factors as to time away from permanent station, extent of territory 
to be covered during the operation or maneuver, and arrangements 
for communication with the permanent station. To take all of the 
201 files and the decimal files would be to violate the fundamentals 
of streamlining during field operations. However, files may be made 
up of essential correspondence, which will probably be needed for 
reference during the time away from garrison or training camp. 
Correspondence which accumulates for the 201 files and the decimal 
files can be filed therein upon retiun from the field. 

688. While it is highly desirable that all but the most necessary 
and urgent correspondence, and routine administration be suspended 
during a field operation, experience indicates that a considerable 
amount of mail will nevertheless come through and will require answer 
and action. Hence it is a mistake to assume that because the command 
is on maneuver, the amount of work to be done by the unit personnel 
section is negligible. 

639. In addition to containers for service records, qualification 
cards, and files, there should be a chest reserved for blank forms, 
stationery, and office supplies. How many blank forms to take, how 
much stationery, and what office supplies, is a matter to be deter- 
mined by each adjutant and personnel officer, in the light of known 
factors as to length of absence, character of the field operation planned, 
distance from home station, and communication facilities. All of the 
commonly used blank forms should be carried, including report of 
survey forms, inventory and inspection forms, pay rolls, officers' pay 
vouchers, and other commonly used forms; also all forms needed to 
effect the discharge of enlisted men, sick report books, morning reports 
for companies and headquarters, reports of change forms, rosters, 
requisitions, receipts, ration forms, and so forth. While many of 
these forms will not be used, a limited supply of each should be 
available. 
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PART THREE 

SPECIAL COMPONENT— WOMEN’S ARMY AUXILIARY 



CORPS (WAAC) 

Paragraphs 

Section I. Organization 540-546 

II. Appointment and enrollment 547-558 

III. Promotion, demotion, rating, and disrating 559-563 

IV. Discharge 564-566 

V. Discipline 567-575 

VI. Uniforms and equipment 576-578 

VII. Benefits 579-581 

VIII. Pay and allowances 582-584 

IX. Miscellaneous 585-588 



Section I 
ORGANIZATION 

640. The WAAC is organized for noncombatant service with the 
Army of the United States for the purpose of securing the needed 
knowledge, skill, and special training of the women of the nation in 
time of war, and for the purpose of freeing Army personnel capable 
of active military service from certain noncombatant functions that 
can be filled by WAAC personnel. The total number of women 
authorized for the WAAC under present laws is 150,000. 

641. The WAAC is not a part of the Army but is the only women’s 
organization authorized to serve with the Army except the Army 
Nurse Corps, and is subject to military law, when practicable, under 
A. W. 2. 

642. The WAAC is headed by a director and such assistant directors 
as are deemed necessary, appointed by the Secretary of War, and 
under the direction of the Chief of Staff of the Army. The director 
establishes, operates, and administers the WAAC according to normal 
military procedure of command and administration, and with regula- 
tions prescribed by the Secretary of War. The establishment of 
plans and policies, employment, training, supply, welfare, and dis- 
cipline of the WAAC is administered by the Commanding General, 
Services of Supply, upon the recommendations of the director. 

643. a. Oflficers of the WAAC are in the grades of first officer, 
second officer, and third officer, and are charged with the responsibility 
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of administration and command of the units to which they are assigned 
and have the requisite authority for the proper government of their 
units, and the execution of the duties assigned to those units. Mem- 
bers in the grades of leaders and auxiliaries are responsible for dis- 
ciplinary and other functions assigned them by their superior officers. 

b. First leaders, leaders, and junior leaders are the noncommis- 
sioned officers of the WAAC who hold corresponding grade within the 
Corps to noncommissioned officers of the .Army. “Auxiliary” and 
“private” are comparable grades. 

544. Officers and noncommissioned officers of the Army under 
whom individuals or groups or units of the WAAC are assigned to 
work have superivsory authority as they would with civilian employees 
generally, but have no disciplinary authority. Derelictions of duty 
are to be reported to the WAAC officer commanding. 

646. Unless specified to the contrary, WAAC personnel is admin- 
istered in accordance with Army Regulations, substituting the term 
“enrolled members” for “enlisted men” and “enrollment” for “enlist- 
ment.” “Officers” includes the director, assistant directors, and 
first, second, and third officers of the WAAC. 

646. All assignments, transfers, or changes in status of WAAC 
units or personnel are issued by The Adjutant General, and no change 
in duty, transfer, or change in status can be effected until the orders 
have been published. 

Section II 



APPOINTMENT AND ENROLLMENT 

647. Directors and assistant directors and first, second and third 
officers are appointed by the Secretary of War from women citizens of 
the United States. Officers up to, and including, assistant directors 
are appointed from enrolled members who graduate from a WAAC 
officer candidate school. Appointments from the officer candidate 
school are made in the grade of third officer. Enrollment in the WAAC 
is voluntary, and in the grade of auxiliary (corresponding to the grade 
of private in the Army) for women citizens of the United States between 
the ages of 21 and 45 years, of good health, and excellent character. 

648. The term of service is for 1 year subject to extension by the 
Secretary of War for the duration of the war and 6 months, unless 
sooner discharged for cause by proper authority. Members are 
immediately placed on an active duty status unless the present quota 
allotted to the WAAC is filled, in which case members are placed on an 
inactive duty status until such time as there may be vacancies. Mem- 
bers may be relieved or recalled to active duty at any time during 
their period of service. 
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649. While on an inactive duty, status, members are not entitled to 
pay or allowances in lieu of quarters or subsistence, or to any other 
benefit or allowance by reason of being a member of the WAAC. 

650. Enrollments are conducted at Army recruiting stations, and 
WAAC officers may be assigned to recruiting stations to advise and 
assist recruiting officers in WAAC enrollment. 

661. Enrollment procedure is similar to enlistment in the Army. 
The enroUee — 

a. Is physically examined in a manner corresponding to the examina- 
tion given to the personnel of the Army. 

b. Must submit satisfactory proof as to date of birth and citizenship. 

c. Must qualify in the aptitude test prescribed by the director. 

d. Must qualify in such manner as will from time to time be 
prescribed. 

e. Must execute the enrollment record of the WAAC. 

f. Is fingerprinted. 

g. Is assigned a serial nvunber by the recruiting officer upon enroll- 
ment. (Auxiliaries’ serial numbers are prefixed by “A.” Upon appoint- 
ment to a commission the niimber remains the same but the prefix 
letter is changed to “L.”) 

h. Must swear or affirm to the following oath prescribed by the 
Secretary of War: 

“I, , a citizen of the 

(First name) (Middle name) (Last name) 

United States, on this day of , 19 , do hereby voluntarily enroll 

as a member of the Women's Army Auxiliary Corps under the following conditions: 

That I will serve in said Corps for the period of (word and figure) year 

prescribed by law which in time of war, or of national emergency declared by the 
Congress or the President, the Secretary of War may, by order, extend to include 
the period of the war or national emergency plus not to exceed 6 months, unless I 
am sooner discharged by proper authority; and I do also agree to accept from the 
United States such bounty, pay, rations, and clothing as are, or may be, established 
by law. And I do solemnly swear (or affirm) that I will bear true faith and alle- 
giance to the United States of America; that I will serve them honestly and faith- 
fully against all their enemies whomsoever; and that I will obey the orders of the 
President of the United States, and the orders of the officers appointed over me, 
according to the regulations of the Women's Army Auxiliary Corps and the Rules 
and Articles of War, when applicable. 

‘T further solemnly swear (or affirm) that I have read and understand the 
provisions of the law ^ printed in Instruction “B"; that I am not a member of any 
political party or organization that advocates the overthrow of the Government 
of the United States by force or violence; and that, during such time as I am a 
member of the Women's Army Auxiliary Corps, I will not advocate nor become 
a member of any political party or organization that advocates the overthrow of 
the Government of the United States by force or violence." 

1 The Hatch Act (Bull. No. 26, W. H. 1240). 
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662. Members are vaccinated and inoculated against smallpox, 
typhoid, and tetanus upon enrollment. Other vaccinations and 
inoculations are given upon direction by The Surgeon General. 

663. Members of the WAAC are subject to orders to duty at any 
place where their services are required, and they may be assigned to 
any noncombatant duty for which qualified. To this end the physical 
examination which an enrollee must pass is rigid. The physical 
fitness of an applicant is decided by one or more medical officers. 
Applicants are questioned extensively on their medical histories and 
present health. Special inquiry is made and recorded in each case 
in connection with diseases peculiar to women, and only those who 
are physically and mentally able to perform the duties required are 
recommended for acceptance. 

664. X-ray of the chest and serological test for syphilis are routine 
procedure as a part of the examination. If examinations are made by 
civilian physicians, charges as authorized by Army Regulations for 
enlistment of Army personnel are authorized. 

666. The physical standards prescribed in MR 1-9 for general 
military service in all noncombatant services are applicable to WAAC 
personnel, due consideration being given to differences in sex. 

666. The following table is the average weight for age and height 
for applicants for the WAAC: 



Height (inches) 


! Weight aco(»xling to age period 


21 to 25 


26 to 30 


31 to 35 


36 to 40 


41 to 45 


60 


114 


117 


120 


123 


126 


61 


117 


120 


123 


126 


129 


62 


120 


123 


126 


129 


132 


63 


123 


126 


129 


132 


135 


64 -- -- - --- 


127 


130 


133 


136 


139 


65 


131 


134 


137 


140 


143 


66 


135 


138 


141 


144 


147 


67 


139 


142 


145 


148 


151 


68 


143 


146 


149 


162 


165 


69 --- --- 


147 


150 


153 


156 


169 


70 


161 


154 


1 

157 


160 


163 


71 . - 


165 


158 


161 


164 


167 


72 


159 


162 


166 


168 


171 





667. A variation of 15 pounds below the normal weight is allowed, 
but applicants are not disqualified on underweight alone. Overweight 
to the maximum of 16^ percent above the average (above table) is 
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allowed. Howerer, no applicant is acceptable who weighs less than 
100 pounds or is less than 60 inches in height. In addition to condi- 
tions common to both men and women which are disqualifying for 
general military service, there are additional causes (pregnancy and 
others) for rejection of WAAC applicants. 

558. a. Members honorably discharged are eligible for reenrollment 
provided they meet all requirements previously stated for initial 
enrollment. If a member reenrolls within 60 days after honorable 
discharge, she may enroll in the same grade she held when discharged. 

h. Reenrollment of a married member dischaiged without prejudice 
because of pregnancy is authorized provided she can meet all enroll- 
ment requirements, and may be reappointed in the same grade or 
rank held on discharge provided a vacancy exists. 



Section III 



PROMOTION, DEMOTION, RATING, AND DISRATING 



559. Prospective ofl&cers are required to be of good moral character 
with definite qualifications for leadership, and promotions are based 
on general education, personality, appearance and bearing, experience 
in handling personnel, reliability, and general adaptability for the 
service. Candidates for promotion to officer grades must appear 
before a board of officers who determine their eligibility, upon the 
recommendation of the enrolled member's superior officer. The 
board is composed of three WAAC officers appointed by the director. 
Appeal from the decision of the board of officers may be filed with 
the director, and her decision is final If the candidate for officer 
passes the board she is given a course of training prescribed for 
officers, and upon completion of the training is appointed in the rank 
of third officer. If the candidate fails the course of instruction she 
is not eligible for reconsideration for officers’ training for at least 6 
months. 

560. First leaders, leaders, and junior leaders are appointed, pro- 
moted, and reduced by company commanders until regional com- 
manders are appointed from WAAC personnel. At that time all 
appointments, promotions, and reductions will be made by the 
regional commanders upon the recommendation of the company 
commander and in accordance with WAAC Tables of Organization, 
and Allotment. Enrolled auxiliaries may be given specialist ratings 
within authorized allotments, provided that at a station where 
definite allotment for specialists has not been made, ratings be given 
only on the authority of the officer who has control of the allotments 
and upon recommendations of the commanding officer. 
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661. Ratings become effective upon the date on which the specialist 
enters upon the corresponding duty for which the rating was given, 
or the date upon which notice was received at the station that the 
rating was made. A rating may be terminated by — 

a. Discharge or relief from active duty, except when member 
reenrolls on the day following discharge in the unit with which she 
was serving before discharge. 

h. Court martial. A court martial may terminate a rating in 
accordance with the Articles of War within the maximum limits 
of punishments prescribed. 

c. Commanding officers who have the authority to rate and those 
superior to them may disrate because of — 

(1) Reduction in allotment of ratings (mandatory in this case). 

(2) Misconduct. 

(3) In the interest of efficiency. It is an established policy to 
disrate any specialist who can be replaced to the advantage of the 
Government. 

(4) Absence with authority, or sickness. Specialists absent with 
authority or sick in line of duty will nevertheless be disrated when 
such action is necessary in the interest of the Government. 

(5) Transfer. A specialist is disrated by her immediate com- 
manding officer upon transfer out of the unit to which the rating is 
allotted, except when the authority for transfer specifically provides 
otherwise. 

662. Ratings are terminated: upon sentence by courts martial; on 
day of discharge, except as mentioned in paragraph 561a; on day of 
transfer except as stated in paragraph 561c (5), and in other cases on 
day on which the notice of disrating is received at the station of the 
auxiliary. 

663. Efficiency reports are rendered on WAAC officers in the same 
manner that they are rendered on Army personnel. Since AR 605-155 
has been largely suspended in its present form for the dmation of the 
war, it would be well to check section III, chapter 6, part two on 
efficiency reports. Officers of the Army who have WAAC personnel 
serving under their command are given an opportunity to comment. 



Section IV 



DISCHARGE 



664. Members are not permitted to withdraw from the WAAC 
prior to the expiration of their term of enrollment. A member of 
the WAAC may be discharged for the convenience of the Govern- 
ment at any time for the following reasons: 
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a. Upon her request, in case of utmost emergency. 

b. When awaiting trial or result of trial. 

c. When awaiting discharge on ODD. 

d. For inaptness. The facts are reported through channels to the 
director for necessary action. 

665. A member of the WAAC must be discharged for the following 
reasons; 

a. Pregnancy. When a married member is certified by the medical 
authorities to be pregnant she will be immediately given a discharge 
without prejudice. An unmarried member who is certified by the 
medical authorities to be pregnant will be given a summary discharee 
without delay. 

b. Disability. ODD proceedings are instituted for discharge in the 
same manner as for Army personnel. 

c. Fraudulent enrollment. 

d. Violation of the code of conduct, when found guilty, and discharge 
ordered by appropriate authority. 

666. Prior to discharge (except on disability discharge) WAAC 
members are given a complete physical examination as prescribed for 
Army personnel. 

SEcxroN V 
DISCIPLINE 

667. a. Since the WAAC is an organization serving with the armed 
forces of the United States, its per’sormel is subject to the same 
discipline as prescribed for Army persormel and defined in AR 600-10. 
Every company commander is responsible for the discipline and con- 
duct of her command, and it is recommended that the above-cited 
Army Regulation be read to every member of her command, and its 
importance stressed. If a breach or a suspected violation of the code 
of conduct of the WAAC comes to her attention, she is to conduct 
hearings as provided for in paragraph 46, WAA.C Regulations 
(Tent.) 1942, and if the member is found guilty of violating the code 
of conduct as set forth in paragraph 45 of these regulations, she may 
impose punishment as set forth in paragraph 47 of the same regulations. 

b. If the offense occurs in a detached platoon serving separate 
from the company of which it is a part, the platoon commander has 
all the authority conferred on the company commander to hear and 
investigate violations and suspected violations of the code of conduct. 
However, if a case remains undisposed of at the termination of the 
detached service, the authority of the platoon commander to dispose 
of the case terminates, and reverts to the company commander. 
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c. Regional commanders are responsible for the conduct and dis- 
cipline of commanders of imits, officers, leaders (of all grades), and 
auxiliaries who are quartered or are on duty within their regional dis- 
tricts. Regional commanders conduct invest^ations and hearings 
for alleged violations as provided in paragraphs 47 and 48c, WAAC 
Regulations (Tent.) 1942. 

d. At WAAC training centers officers of the Corps and Army who 
are detailed for duty there are responsible for the conduct and dis- 
cipline of the trainees. Instructors and commanders of provisional 
training companies have the same authority over trainees under their 
supervision as company commanders have over members of their 
command. 

668. a. A company or detached platoon commander may hold a 
hearing on any breach of the code of conduct (par. 45, WAAC Reg. 
(Tent.) 1942) except in cases of desertion and final conviction by 
civil court of a felony or other serious offense, in which instances she 
may refer the case to higher authority for disposition. The same 
discretionary privilege applies to regional commanders. Punishments 
which may be imposed are enumerated in paragraph 47, WAAC 
R^ulations (Tent.) 1942. 

6. It is mandatory, in cases of refusal to perform duties, to gain 
discharge from the WAAC and in cases arising out of the final con- 
viction by civil court of a felony, that punishment shall include dis- 
chaj^e (other than honorable) or dismissal. Punishment of an officer 
must not tend to demean or degrade the office which she holds. 

669. a. When it is determined that a hearing should be held, the 
commanding officer may appoint a board. The accused has the right 
to counsel of her choice from available WAAC personnel. The board 
will determine all relevant and pertinent facts of the case in an 
impartial and just manner. The accused must be informed of the 
allegations against her, and afforded the opportunity of — 

(1) Questioning any witness. 

(2) Testifying in her own behalf, personally or through counsel. 

(3) Presenting any reasonably available witness. 

(4) Presenting any available documentary or physical evidence 
which is deemed material. 

h. All reasonable doubt is resolved in favor of the accused, and, 
if she remains silent, her silence is not to be taken as evidence of guilt. 

c. Appeal from decisions of company or detachment commanders 
may be made and punishment imposed. The notice of appeal must 
be in writing, contain complete' data of the grounds relied upon, and 
must be submitted to the officer or recorder of the board before which 
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the accused was tried within 30 days from the date of receipt by the 
accused of notification of the decision of the ofi&cer or board. The 
notice of appeal, accompanied by the record of the case, is forwarded 
through command channels to the proper authority. This authority 
will have the case investigated thoroughly by a disinterested officer 
not belonging to the same company as the accused. Pending decision 
on appeal, the decision of the original officer or board remains in full 
force and effect. The appellant may be required to undergo the pun- 
ishment adjudged while awaiting the appeal decision. 

670. The reviewer on appeal has the authority to — 

a. Approve the decision reached and pimishment adjudged. 

h. Disapprove the decision and exonerate the accused. 

c. Approve the decision but mitigate such part of the adjudged 
punishment as is not mandatory. 

d. Qualify the decision in such manner as will from time to time be 
prescribed. 

671. The officer or board keeps a record of the date of the proceed- 
ings, the date, place, and nature of the alleged offense, and a resume of 
the evidence considered, the decision adjudged, and the punishment 
imposed. Where punishment imposes dismissal or dischai^e, the 
record will be made in duplicate and include a summary of the testi- 
mony of each witness. 

672. The record is kept on file at the headquarters of the unit of the 
senior officer of the board. In cases where a duplicate is required, the 
original is retained. On appeal, the record is transmitted to the 
reviewing authority within 24 hours of the filing of the notice of appeal 
and is accompanied by such notice. 

673. When a member of the WAAC not subject to the Articles of 
War is charged with a civil offense, such member is delivered to the 
proper civil authorities upon request. When subject to the Articles 
of War, offenders are delivered to civil authorities pursuant to A. W. 7 
and War Department policy as prescribed in AR 600-365. 

674. All personnel of the WAAC are subject to the Articles of War 
when serving with the Armies of the United States outside the terri- 
torial limits of the United States, and in time of war are subject to 
them when serving with or accompanying armed forces of the United 
States in the field both within and without the territorial jurisdiction 
of the United States. A member of the WAAC subject to the Articles 
of War who commits a violation of the code of conduct or of the 
Articles of War is subject to punishment under WAAC Regulations 
unless appropriate military authorities indicate that trial by court 
martial is desired, in which event the accused is dehvered to the proper 
authorities. 
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676. A court martial may impose similar ptmishment upon WAAC 
personnel subject to its jurisdiction as it imposes upon officers and 
personnel of the Army of substantially equivalent grade upon con- 
viction of a like offense. 

Section VI 

UNIFORMS AND EQUIPMENT 

676. The Secretary of War prescribes uniforms, insignia, accessories, 
and equipment for the WAAC. Any type of uniform different from 
that issued is prohibited. At present, WAAC personnel may wear 
civilian apparel when off duty and off the post, station, camp, or 
school. 

677. All members of -the WAAC are furnished with all articles of 
clothing and equipment upon enrollment. This apphes to officers as 
well as auxiliaries. At present, all articles of clothing and equipment 
are furnished WAAC personnel at Fort Des Moines before they are 
sent out into the field to units. It is contemplated that in the future, 
quartermaster depots will be established throughout the country 
which will directly supply WAAC detachments serving with Army 
units. 

678. Upon separation from the Corps, disposition of uniforms and 
clothing is governed by AR 615-40 with necessary changes caused by 
the differences in issued items. Identification tags are to be worn at 
aU times and contain the same information as tags of Army personnel. 

Section VII 
BENEFITS 

679. WAAC personnel on active duty receive medical and dental 
services free through the Medical Department of the Army, except 
medical care resulting from pregnancv- Necessary care prior to 
discharge for pregnancy is furnished. Medical reports and records 
are those prescribed in Army Regulations. 

680. Leave and furlough privileges accrue to officers and enrolled 
members of the WAAC in the same manner as they do Army personnel 
under AR 605-116 and AR 616-275. WAAC officers who hold 
positions in the chain of command substantially similar to the positions 
of officers in the chain of command of the Army may grant passes, 
delays, furloughs, and leaves in appropriate cases. 

681. During periods of war or national emergency, leave and fur- 
lough privileges may be curtailed, suspended, or canceled at the 
discretion of the director or the Secretary of War. 
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Section VIII 

PAY AND ALLOWANCES 

682. The following tables give the pay and allowances for personnel 
of the WAAC while on active duty: 



Rank 


Salary 


In lieu of 
quarters 


In lieu of 
subsistence 


Travel allowanoG 


Director - 


$3,000 per yr 


$100.00 per mo 


$0.60 per day 




Assistant director 


$2,400 per yr 


$80.00 per mo 


$0.60 per day 


Same as Reserve 


First oflSoer 


$2,000 per yr 


$40.00 per mo 


$0.60 per day 


» officer on active 


Second officer 


$1,675 per yr 


$40.00 per mo 


$0.60 per day 


duty. 


Third officer 


$1,600 per yr 


$40.00 per mo 


$0.60 per day 


First leader 


$864.00 per yr 


$1.15 per day 




/ 

Same as for mem- 


Leader 


$720.00 per yr _ . 


$1.15 per day 


.Provisions of AR 


bers of Enlisted 


Junior leader 


$648.00 per yr 


$1.16 per day_ 


35-4520 apply. 


Reserve Corps 


Auxiliary 


$21.00 for 4 IDO.; 


$1.15 per day, when 


on active duty. 




$30.00 thereafter. 


authorized. 







583. a. In addition to their base pay, enrolled members of the 
WAAC may draw pay for specialist ratings in the following amoxmts: 

(1) Specialist, first class, $15.00 per month. 

(2) Specialist, second class, $10.00 per month. 

(3) Specialist, third class, $5.00 per month. 

b. So far as practicable and when not otherwise prohibited, the 
allowances of an officer of the WAAC on active duty, including travel 
allowances, are the same as those of a Reserve officer on active duty. 
The same fundamental applies to enrolled members of the WAAC 
and members of the Enlisted Reserve Corps on active duty. 

684. The provisions of AR 35-4520 with respect to monetary allow- 
ances in lieu of subsistence apply to enrolled members of the WAAC 
where not in conflict with public law (Bull. No. 25, W. D., 1942.) 
Pay accounts of officers are submitted, certified, and paid on War 
Department Form No. 336, as provided in AR 35-1360 for commis- 
sioned officers of the Army. Payments to enrolled members are pre- 
pared on War Department Form No. 366, as provided in AR 35-2320. 
Vouchers will be certified by an officer of the WAAC or by a com- 
missioned officer or a warrant officer of the Army who may properly 
make such certificate. All payments are made by the Finance Depart- 
ment of the Army. 

Section IX 
MISCELLANEOUS 

586. Salutes between officers and enrolled members and between 
officers are as prescribed in Army Regulations and War Department 
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circulars. All members of the WAAC will salute oflScers of the Army. 
The use of motor and air transportation for official business by WAAC 
personnel is authorized. 

586. Companies and separate units of WAAC are authorized to 
set up and administer imit funds in the manner prescribed for the 
Army by AR 210-50 and AR 210-65. 

687. Official correspondence is to be in the form prescribed for 
military correspondence. Communications are addressed to an office 
and not to an individual. 

688. All forms used in WAAC administration which are peculiar 
to the Corps because of differences of sex correspond with Army forms 
except that WAAC forms are prefixed by the digit “7"; for example, 
W. D., A. G. O. Form No. 32 becomes W. D., A. G. O. Form No. 732 
for the WAAC; and W. D., A. G. O. Form No. 24 becomes W. D., 
A. G. O. Form No. 724 for the WAAC. 

TABLE OF organization! WAR DEPARTMENT, 

No. 35-12 J Washington, August 26, 1942. 

WOMEN’S ARMY AUXILIARY CORPS 
POST HEADQUARTERS COMPANY 



Designation: t WAAC Post Headquarters Company 





1 ^ 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


1 


1 

Unit 


Specialist class 


Company headquar- 
ters platoon 


Clerical platoon 


Commimlcation pla- 
toon 


Service platoon 


Miscellane- 
ous pla- 
toon 

O o 

d O d 

jC S 

E-« CO 


Total 


Remarks 


2 


First officer 




•1 














1 


t Insert number of com- 


3 


Second officer. 





bl 




















1 


pany. 


4 


Third officer 


— 


« 1 


— 


— 


— 


— 


— 


— 


1 


* Company commander, 
b Executive and police 


5 


Total commissioned 


— 


3 


.... 




— - 






— 


3 


officer. 

c Supply and mess offi- 


6 


First leader (685) 





1 




















1 


cer. 


7 


Leader j including 





3 


1 


1 


1 


1 


2 


2 


11 


This table is flexible so 


8 


Cashier, theater (269) 

















(1) 








(1) 


that any unit or combina- 


9 


Chief clerk (052).. 








(1) 

















(1) 


tion of units may be 


10 

11 


Chief dispatcher (410) 

Chief switchboard operator 


.... 




.... 


.... 


(1) 




.... 




(1) 


activated as needed by 
reference to this T/0. 




(540) 











(1) 













(1) 


The serial number sym- 


12 


Dietitian, cafeteria (450) 




















(1) 





(1) 


bol shown in parentheses is 


13 


Duty (566) 





(1) 


















(1) 


an inseparable part of the 


14 


Hostess aide (056) 






— 


— 


— 


— 


(1) 




(1) 


specialist designation. A 
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10 

16 

17 

18 

19 

20 
21 
22 

23 

24 
20 
26 

27 

28 

29 

30 

31 

32 

33 

34 

35 

36 

37 

38 

39 

40 

41 

42 

43 

44 

45 

46 

47 

48 

49 

50 
01 

52 

53 

54 

55 



1 


2 


3 


4 


0 


6 


7 


8 


9 


10 


Unit 


1 

1 

tJD 


1 

’S o 

l| 

09 

as 

I 

o 


1 

JS 

& 

1 

M 

o 


0. 

§ 

ss 

9 

a 

I 

o 


a 

1 

a 

8 

*> 


Miscellane- 
ous pla- 
toon 


•a 

o 

h 


6 

s 

jO 

h 


■id 

F 


6 

% 

JD 

3 


TJhrarian aide f391) 
















(2) 


(2) 


Mam 






(1) 












(1) 


Supply (821) _ 




(1) 














(1) 


Junior leader, ineludlnv 




3 


5 


3 


2 


2 


0 


1 


21 


Assistant cashier 


theater 


































(2) 






(2) 


AasLsLant ehief clerk (052) _ 






(1) 










(1) 


Cashier, cafeteria (269) 














(2) 




(2) 


Chaplain’s clerk (534) 














(1) 


(1) 


Clerk, company (501) 




(1) 












(1) 


Clerk, nersonne] f3681 




(1) 












(1) 


Clerk, postal (056) 








(2) 












(2) 


Clerk, record fOSS) 








(1) 












(1) 


Clerk, recreation and amuse- 




















ment ^055") _ _ 







(1) 














(1) 


Dispatcher (410) 








(2) 








(2) 


Duty (566)-- - 




(1) 














(1) 


Housekeeper, supervisor 
















(566) ^ 
















(1) 




(1) 


Recentionist f309). 
















(2) 




(2) 


Switchboard sunervisor fSOO'l 








(3) 








(3) 


Auxiliary, specialist 




















class 1 




















11 


Auxiliary, specialist . 






















class 2. 


including. 





14 


67 


24 


24 


8 


11 


8 


' 30 


Auxiliary, specialist 






















class 3- - 




















46 


Auxiliary, unrated. 




















[m 


As.sistant clerk, ccimnanv f501^_ 




(1) 














(1) 


Baker r017) 




2 


(1) 















(1) 


Bookkeeper (350) 


2 








(1) 


(1) 




(2) 


Bookkeeper (350) 


3 










(1) 




(1) 


Chauffeur (344) . 


1 








(2) 






(2) 


Chauffeur (344)... 


2 








(2) 








(2) 


Chauffeur (344) 


3 








(6) 








(6) 


Chauffeur (344) 










(8) 








(S) 


Clerk, general (055) 


2 




(3) 




(1) 








(4) 


Clerk, general (055) 


3 




(6) 




(1) 








(7) 


Clerk, general (055). 






(6) 




(2)1 








(8) 


Clerk, postal (056) 


2 




(2) 












(2) 


Clerk, postal (056) 


3 




(4) 












(4) 


Clerk, postal (056) 






(4) 












(4) 


Clerk, sales (373) 


3 


(1) 














(1) 


Clerk and usher (055) 


3 








(2) 






(2) 


Clerk and usher (056) 












(2) 






(2) 


Cook (060) 




1 


(2) 












(2) 


Cook (060) 


2 


(1) 







i 








(1) 



11 



Remarks 



number below 500 refers to 
an occupational specialist 
whose qualification anal- 
ysis is found in AR 615-26. 
A number above 500 refers 
to a military occupational 
specialist listed in Circular 
No. 14, War Department 
1942. 
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56 

57 

58 

59 

60 
61 
62 

63 

64 

65 

66 
67 



69 

70 

71 

72 

73 

74 



1 


2 


3 


4 


Communication pla- 1 
toon 1 


6 


7 


8 


9 


to 


11 


Unit 


o 

3 

■o 

£ 

CO 


3 

a 

09 

Si 

Qt 

a 

o 

o 


a 

0 

1 
ft 

1 

5 


a 

o 

o 

-*-3 

09 

A 

S 

■> 

o 

CO 


Miscellane- 
ous pla- 
toon 


IS 

o 

E- 


Remarks 


6 

S 

o 

x: 

c-* 


X3 

3 

'o C 
O 


U.I 

OB ^ 
£ 


Cook (060) 


3 


(1) 














(1) 




Cook's helper (060)1 




(2) 














(2) 




Housekeeper (695) 


3 












(3) 




(3) 




Housekeeper (695). 














(3) 




(3) 




Library clerk (391) 


2 












(2) 


(2) 




Library clerk (391) 


3 














(2) 


(2) 




Orderly (695) 




(1) 












(IJ 




Stenographer (213). 


‘T| 


(4) 


(1) 










(5) 


i 


Stenographer (213) 


2 




(6) 


(1) 










(7) 


i 


Telephone switchboard opera- 


i 














1 


tor (309). 


1 






(2) 










(2) 




Telephone switchboard opera- 




















tor (309) 


2 






(2) 










(2) 




Telephone switchboard opera- 






















tor (309) .. _ . 


3 






(4) 










(4) 




Telephone switchbo€urd opera- 




















tor (309) 








(8) 










(8) 




Typist (247). 


2 




(6) 


(1) 










(7) 




Typist (247) 


3 




(12) 


(1) 






(1) 


(1) 


(15) 




Typist (247) 






(12) 


(2) 








(1) 


(15) 




Basic (521) 




(4) 


(2) 


(2) 


(2) 


(2)1 


(3) 


(2) 


(17) 




Total enlisted 




21 


73 


28 


27 


11 


18 


11 


189 




Aggregate. 


.... 


24 


73 


28 


27 


11 


18 


11 


192 
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(Lost Dame) 



(SerUl Na) 



(First Damo) 



(Middle inKiai) 



Color or race 



WOMEN^S ARMY AUXILIARY CORPS 
SERVICE RECORD 
Covering period 



From 



19 , to 



19 



instructions . — AR 345*125 applies to members of the WAAC» 
as noted herein, to the same extent as to enlisted men of the Army. 
The following terms arc interchangeable for this purpose: 

Enlistment — Enrollment or appointment. 

Soldier or enlisted man — Member. 

Fiourb 53. 
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RECORDS OF IMMUNIZATION 

(See par. 6, AR 40-21S, for details relative to immunUation 
records) 

SMALLPOX VACCINATION 



Date 


RmuH > 























TYPHOID VACCINATIONS 




OTHER VACCINATIONS 



Kind 


Date 























DIPHTHERU SUSCEPTIBILmr TEST— SCHICK 



Date 


Raailti 




















CARRIER EXAMINATIONS 



Date 


Paraaite Eiam* 
loed for— 


Kind of 
Specimen* 


Poaitlyear 

NccatlyS' 






















L 













(Ntixie tad detrac of relatioiiahip of benefleiary) 
(Addi^) 

(Name tad' dei^ of relUIo^'lp ^ ■Jtmato twoeOdary) 
(Addiw) 

~7Nan and d«crM d rp^ionahip d attm^ boocfldar^ 



— (Addnm) 

* Raesrd at yaodida, vaeolixttd, or tmmaiw leaetloii. 

* Raaord ■■ poaldya. poafthra eombined, iMcattTapaMido or aafttlva, 

* Baoofd •• now, viiM» fpotiiin, blood, ato. 



ENROLLMENT RECORD 

VLM'aaiM (SrialNol) 

(Mooih. day, ^ year) (Ctty or (State or oood^*} 

Height ft in. Weight lb. Eyes 

Hair Complexion 

SUe of gas mask Siae of shoe 

Married or single Occupation 

EDUCATIONAL QUAUnCATIONS 

Years in: Qrammer school High school 

College or university Graduate work 

Specialized in 

Speaks: G English □ French □ Spanish □ German. 
OCCUPATIONAL QUAUHCATIONS 



(Main ooeupatlon) 

Years as 

Just what did she do? 



(WaaUy wac«) 



(Nait best oocaiialloa) (Waekly wacw) 

Just what did she dof 

HOME ADDRESS AND NEAREST REUTIVE 

Home address - 

(Numbar aikd tUaet or mral route; If oona ao state) 

(City, town, or ^oe) (State or oountiy) 



(City, town, or poet ofBoe) 

Legal addresfi 



Name and address of nearest relative . 



(Name) 

(Relatio^lp) (Numl^ and street or ru^ route; if none ao state) 

(City, town, or poet of^) (State or oouotiy) 

Person to be notihed in case of emergency 

(Name) 



(Relationsbip; If friend, m atate) 
*7Namte ^ atiect or ru^ route; It none ao ateto) 



DESIGNATION OF BENEnOART 

(To be entered only from appropriate enrollment or induction 
record or W. D., A. Q. O. Form No. 41) 



(City, town, or poet olBot) (State or country) 

CURRENT ENROLLMENT 

Age at enrollment years months. 

Accepted for scr>’ice at 

Enrolled at on the 

day of 19 , for Women’s 

Army Auxiliary Corps to serve 



(Worda and flsurea) 



Physical defects at enrollment 

PRIOR SERVICE 

from 

(Oo., regt., arm, or sarytoe) 
to 19. 

Dischaned as ; - 

(Qiade) 

By reason oi 



(Data reqmfyd by par. S, AB 146-lSS) 

from > 19- 

to 19. 

Discharged as -----v - J — 



By reason of 

raquired bypw. i,” AR ^136) 
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SPECIAL QDAlinCA'nONS 

Holds commimrion m 

(Qnde) (Beodon) 



OraduAte of 

(OAoen cmndidata.or Apedal Mrrkx school) 

SPEOALITT 




SPECIAL Dcmr 



A*- 


At- 


From— 


To- 


Antbority 



















































































ARTICLES OF WAR 

(Read to member ee reqolred by the 1 lOtii Article of Wer) 



Date 


Initials 


Date 





























































MILITARY RECORD 

Appointment, promotion, or redaction, with entborlty therefor 



Grade 


Date 


Authority 


Initials 




















































- 









SEX MORALITY 

Course completed (see AR 40-235) 



SPEOAUSTS RATINGS 




Orsanlzstioa 


From— 


To- 








































i 












ORIGINAL ASSIGNMENT AND ORGANIZATIONS 
TO WfflCH SUBSEQUENTLY ASSIGNED DURING 
THIS ENROLLMENT PERIOD 



Asrigned to Company, Regi- 
ment. Arm, or Serrioe 


Station 


Date 






















1 






i 










’ 




















1 











FOREIGN SERVICE 

Left United States for duty in — 

From on 19- 

Arrived at on 1® 

Left for the United States on 19. — 

Arrived at — — on 19 

Left United States for duty in 

Arrived at on 19..— 

Left for the United States on 19 — • 

Arrived at — — on 19 — 



2 
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FUKLOUGHS 

^Tom to 

Authority 

Esriended ^ per 

(Number of days) 

From to 

Authority 

Extended per 

(Number of dayt) 

Rejoined 

From to — 

Authority - 

Extended ^ per — - 

(Number of dayt) 

Rejoined 

Authority 

Extended — per 

(Number of deyf) 

Rejoined 

From to 

Authority 

Extended per 

(Number of days) 

Rejoined 

From to 

Authority 

Extended per 

(Number of days) 

Rejoined - - - 

From to - 

Authority - 

Extended per 

(Number of days) 

Rejoined 



MEDALS, DECORATIONS, AND OTATTONS 



Nama of deeontloD 


Aathority and date 











































TIME LOST PRIOR TO THB NORMAL DATE OF 
EXPIRATION OF TERM OF ENROLLMENT TO BE 
MADE GOOD UNDER 107th ARTiaE OF WAR 

(a) Absence without proper Authority or in deeertion: 





To- 


Dsyt 

































(6) Time ectuelly in confinement under sentence or while 
Awaiting trial and disposition of case, if trial resulted in 
conviction: 



Frooi— 


To- 


Dayi 

























- 



(e) Unable to perform duty through the intemTOrate use 
of drugs or alcoholic liqyor, or through disease or Injury the 
result of her own misconduct: 



From— 


To— 


Days 

































ABSENCE SUBSEQUENT TO THE NORMAL DATE 
OF EXPIRATION OF TERM OF ENROLLMENT 

(«) Absence without proper authority or in desertion: 




(6) Time actually in confinement under sentence or while 
awaiting trial and disposition ot case, if trial resulted in 
conviction: 



From— 


To- 


Days 



























<e) Unable to perform duty through the intemperate use 
of drugs or alcoholic liquor, or ^rough disease or injury the 
result of her own misconduct? 
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RECORD OF TRIALS BY COURTS MARTIAL 



C. M., A. W. 

(N«0 



(DMiaroOnn) 



(SyBOfNig of spadflcatloaft) 

Sentence announced and adjudged 

Sentence as approved 

I cxBnrr the above is oorreot. 



10 



, 10 



(Name, grade, end offaniiatioa) 

Unexecuted portion of confinement and forfeiture remitted 
per 



(Name, grade, end organisation) 

C. M., A. W 19 


Dale 


Amoont 


Total 

Amount 


Name and Grade 
of Dtebtirsing 
Offioer Aoocptmg 
Dep^t . 


loitiab 


(No.) (Date of offcoee) 


Dol. 


Cl. 


Dol. 


Ct. 


(Synopeie of epoofSeatione) 

Sentence announced and adjudged , 19 

















Sentence approved 

Approved 10- 

1 cKRTirr the above is correct. . 

(NamB, gr^, ^ otgaaUatloo) 

Unexecuted portion of confinement and forfeiture remitted 
per — 

Released from confinement 



(Name, grade, and organliatkD) 

CLASS £ ALLOTMENTS 

Class E allotments of pay authorised as follows: 

$ per month for months, commencing 

— - , 10 and expiring 

, 19 , in favor of 

........ for the pur- 

Discontinued ... ... , 10 

Reason 

W. D., A. G. O. Form No. 30, mailed to Finance Officer, 
U. 8. Army, Washington, D. C., 

10 , by 

(Name and grade of forwerdlng ofliear) 

Acknowledgment of discontinuance received 

10 , $ per month for ....— 

months, commencing 10 , 

and expiring , 19 in favor of 



for the purpose of ... 

Discontinued 19 

Reason 

W. D., A. G. O. Form No. 30, mailed to Finance Officer, 

U. S. Army, Washington, D. C., 

19 by 

(Name and grade of forwarding ofBeei) 

Acknowledgment of diseontinuanoe received ... 

— , 19 



GOVERNMENT INSURANCE 

Deduction of pay for Government insiiranoe authoriied as 
follows: 

Class D insurance deduction of $ per month for 

months, commencing 

19 , and expiring 19 

for payment of monthly premium on $ 

Discontinued 19 

Reason 



W. D., A. G. O. Form No. 30, mailed to Veterans’ Admin- 
istration, Washington, D. C., on 19 , by 



(Name and grade of forwerdlng offioer) 






and /lOO dollars. 



... ■ ■ nnd . /I Oft doHars. 

T 

— p p p p p and ^ /lOO dollars. 



_andL. 



and /1 00 dollars. 



JlOO dollars. 



:o: 



..andL 



X 



jm dollars. 



,.p p p and p /1 00 dollars. 






..and.... 



../lOO dollars. 



p I and p /1 00 dollars. 

..and /lOO dollars. 



x;:x;-n:;a: 



, and. /lOO dollars. 

I 

and. /lOO dollars. 



PAT RETAINED BY COURTS MARTIAL ENTERED 
ON PAY ROLL 



Month 


Amount 


Voo. 

No. 


Name and Grade 
of Dieburelng 
Offioer 


Aoooonts*for~ 


Dol. 


Ot. 


1 

, 19 












19. 












19 












, 19 








— 


.• 
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REMAKKS-FINANaAL 

Under this heading will be shown all financial matters not 
entered elsewhere, such as stoppages for loss of or damage to 
Government property, amounts due on account of partial 
payments, overpayments, etc. 

Received no travel pay upon discharge on 



19 to reenroll. 



Dsto 


DMcrlpUoo And Atnoant 
Dtte U. 8. or Member 


Ron 00 Which CoDeoted 
















I . .. 










































REMAIKS-ADMINISTRATIVE 

Under this handing will be shown all admiaiatrative matters 
not shown eisewhere and not of a eharaeter authorising pay. 
Show entries not set forth elsewhere as may be required to 
make member’s record complete. 



6 
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INDOBSEMENTS 

Th«M endoiwmentc ue filled out in nil eneee when n member 
deeerU or ie tmnafened from one eompnov or detaehment to 
another company or detachment and in all chancee of atation 
except with an organisation. 

These endoreementa will not be used when a member is only 
attached to another organisation for either rations or quarters 
or both. 

1st INDORSEMENT 



To 

This member was transferred to 

per 

and left this organisation , Ifi. 

She was last paid to include , 19. 

by 

(Nsm« sad fOMb of dlsbantnc oflkw or icMit offlow. If sbj) 

Due United States; if nothing, so state 



fid INDORSEMENT 



This member was transferred to 

and left this organisation 19. 

She was last paid to include ... 19. 

by 

(Nsbo sod srsdo d dlsboiaing oOoer or sfoot oOow, tf laj) 

Due United States; if nothing, so state 



*Due member at date of 



♦Due member at date of 



This member (has — has not *) a Class E allotment running 
which has been deducted from her pay to include ......... 

19 

This member has authorised a Class D deduction for Govern- 
ment insurance which has been deducted from her pay to 

include 19 

Her character is 

Efficiency rating as member 

I have personally verified all entries in this indorsement. 



(N«no) 

(Onim si^ omoiisttoo)***”**’***' 
This member rq^rted , 19. 



This member (has — has not 0 a Class E allotment running 

which has been deducted from her pay to include 

19 

This member has authorised a Class D deduction for Govern- 
ment insurance which has been deducted from her pay to 

include 19 

Her character is 

Efficiency rating as member — 

I have personally verified all entries in this indorsement. 

(N'lSiy 

(dnm aitS orsuaiMtb^ ' 

This member reported , 19 



*Hsra •ntor snr.smoiiate due SMmbw aadaoi paid to data, wish aa i 
tary allowanoa In Uao of quartan and anbdataaea; VaoUdst, aa atala. 
iStrtka aot waidtaol appMcabb. 



*Uara anUr any amounta dua mainbar and not paM to dau 
tary allowaaoa in liau of quartaca and fnbaiataaaa; s nathtne. a 
1 Itrtka out wards not applkalila. 
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ad INDORSEMENT 


4th INDORSEMENT 


ia 


io 


To 


To 


This member wu transferred to 

per . 


This member was transferred to 


and left this organisation 10 




She was last paiddo include 10 

by 


She was last paid to include 10 


(Num ud gnd* «l diibunliic oOow or stHil ollnr» tf mj) 

Due United States; if nothing, so state 


(Nama and grate af dlahonliig oAear ar agMit ^aar. if any) 

Due United States; if nothing, eo state 






















♦Due member at date of 


♦Due member at date of .. 










This member (has — has not *) a Class E allotmait running 

which has been deducted from her pay to Include 

.. 10.. 

This member has authorised a Class D deduction for Govern- 
ment insurance which has been deducted from her pay* to 

include — , 10 j 

Her character is 

Efficiency rating as member 

I have personally verifier i.i entries in this indorsement. 


This member (has — has not *) a C^lass E allotment lomning 

which has bean deducted from her pay to include 

,10. 

This member has authorised a Class D deduction for Govern- 
ment insumnoe which has been deducted from her pay to 

include , 10 

Her character is 

Bffieieney rating as member 

I have personally verified all entries in this indorsement. 


(Nbbm) 


(Nama) 


(Orad* and organ ttsttes) 

This member reported .. , to . 


(Qrada and organiiaUon) 

This member reported ,10 






*H«s aotw any amonsts dna BMmbaraDd aat paid to data faeh m sbodo* 
tacysBowsaealnllwolqaaitm and Mbatotaaea; if Bathing, aoataia. 

« atrtko eet wcadgnot tppikibla. 


*BaraaiilaranyaaaoaiitadDasaaanbaraad DOtpstd to dol^ aoeh aa mono* 
tary aUowanca in hau of qoartata tad aobairtanpa; If nothing, ao etate. 

1 Strlfca oat worte not apphashlt; 
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FINAL INDORSEMENT 

(CmpMir or dotoetainettty 



19 

To The AdjuUnt GenenU: 

(uirt OMUF)* (PM DW) (Miydie teiMr'*' (irtil No ) 

(bV»i) 

was M*parat^d from the service by reeson of 

(Stolo RprdOc atwe; 

•M 1^.* 37f, ‘AR *40^12^ 



(Diio 

at Authority 

(Pboe) 

Retained ia service days to make good time 

lost (AW 107). 

Absent from duty days subsequent to normal 

date of expiration of term of enrollment. 

Retained in service days for convenience of 



the Government on account of 



Her character is 

Efficiency rating as member 

*Final statement furnished. *Paid on final pay rolL 
^Discharge certificate furnished, W. D., A. G. O. Form No. 

755, 756 

Due United States; if nothing, so state 



> Due member at date of 



Address furnished for future referenees: 

(Nvmbcr ssd itreei or cursl mito) 

(Citjr, town, or post oOos) 

Signature of member: 



I have verified the foregoing entries. 
Name signed: 



Name typed or printed 



((Irsdo nad orcsaiutkiii) 

*8trflE» oat words sad Usotm aoi appilesMo. 

* Hon oater la/ smooats dan nMORbar sad aot paid to data, aaeS aa mona- 
tu7 tDowanoe to Uea of quartara aad aababtaaoa; If aotblac, n atata. 
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Appendix I 

ARMY REGULATIONS BASE NUMBERS 

A list showing the base number of Army Regulations for use as a 
guide in finding the proper regulations when a detail index is not 
available. 

Bcae No, 



1 Army Regulations. 

6 Assistant Secretary of War for Air. 

10 General Staff. 

16 Adjutant General's Department. 

20 Inspector General's Department. 

25 Judge Advocate General's Department. 

30 Quartermaster Corps. 

35 Finance Department. 

40 Medical Department. 

45 Ordnance Department. 

50 Chemical Warfare Service. 

55 Transportation Corps. 

60 Chaplains. 

76 Infantry. 

80 Calvary. 

85 Field Artillery. 

90 Coast Artillery Corps. 

95 Army Air Forces. 

100 Corps of Engineers. 

105 Signal Corps. 

130 National Guard. 

140 Officers' Reserve Corps. 

145 Reserve Officers' Training Corps. 

150 Enlisted Reserve Corps. 

155 Regular Army Reserve. 

160 Armies. 

170 Service Commands, Departments, etc. 

190 Military Police Board. 

210 Posts, Camps, and Stations. 

220 Organizations* 

235 Regiments. 

240 Battalions. 

245 Companies. 

250 Bands. 

260 Flags. 

265 Tactical and Training Inspections. 

270 Ports of Embarkation and Debarkation; Control, Administra- 

tion, Operation. 

300 Maps and Mapping. 
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Bate No. 

310 Military Publications. 

330 Machine Records Codes. 

340 Correspondence. 

345 Military Records. . 

350 Militarj’ Education. 

380 Safeguarding Military Information. 

410 Litigation. 

420 Boards of Officers for Conducting Investigations. 

490- - Petty Offenses Committed by Civilians on Federal Reserva- 

tions. 

500 Employment of Troops. 

600- - Personnel. 

605 Commissioned Officers. 

610 Warrant Officers. 

615 Enlisted Men. 

620 Civilian Employees. 

700 Supplies. 

750 Range Regulations for Firing Ammunition for Training and 

Target Practice. 

760 Targets and Target Equipment. 

775 QualiOcation in Arms and Ammunition Training Allowances. 

850- Miscellaneous. 
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Appendix II 

MILITARY PUBLICATIONS 

1. Reference — AR 310-200. 

2. Distribution of military publications is normally made through 
The Adjutant General. 

a. Except as provided in FM 21-6 personal files of publications 
are not authorized. 

(1) Units or offices failing to receive copies of publications to which 
they are entitled, or desiring replacement copies, must place requests 
with the proper distributing agency, stating reasons for such requests. 

(2) Commanding officers should have all official files inspected 
semiannually and see that they are complete and properly posted. 

h. Under normal procedure, supply and distribution of all publica- 
tions, binders, and blank forms issued by The Adjutant General will 
be made direct to the distributing agency as shown in the table in 
AR 310-200. 

c. Requisitions should be submitted quarterly on the first day of 
each quarter except those for blank forms. In case of emergency a 
special requisition may be submitted, giving reasons for such special 
requisition. 

(1) Requisitions are submitted in duplicate on W. D., A. G. O. 
Form No. 17 (Requisition for Blank Forms and Publications) for 
publications or binders covered by AR 310-200. 

(2) On or about October 1, and at such other times as changes 
occur, each distributing agency must forward to The Adjutant 
General an accomplished copy of W. D., A. G. O. Form No. 18 
(Report of Distributing Agency for Publications). The entries will 
refer only to personnel, organizations, and offices as indicated on 
the form. 

3. The Superintendent of Documents, Government Printing 
Office, is not an official of the War Department. His office is not 
connected therewith, and he is not authorized to furnish publica- 
tions free to personnel or organizations of the military service. 

4. For procedure to be followed in obtaining blank forms and for 
list of blank forms, see AR 310-100 and AR 310-105. 
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TO BE rOMWAMDED IE DVPUCATE 

EBQUISITION rOS BLANK FORMS AND PUBUCATION8 

(8m AR 11(^-900) 

im.2. 

Pm>ii - ■ Vt h Infantry PlTflon, fort _ , Califo rnlA. 

0«d#n, Utah. 

Raquidtio* !• hereby mede for the blank forme and pubticatione specifled below and required (or use at 

t h Infantrr PiTiaion. Fort __ _ ^ . Oalifomia. 



* I CBBTirr that the entriee under **Number ueed during laet aix monthe" and ' Number on hand" are correct. 



Tor tha OonnanAlng Oaaarall 






JOBS DOl, 



AR. RM.TBjTM. 
wronsNa 


nu* fl( bteak tora «r puMtoiton 


Ntuabar imhI 
dor^ ImC 

•li BMtke 


Noflibar oa 
bMid 


Number 

disirad 


Kuabcr 

nra«l 














1 


.QQa(p.«R7.K9T.Rl«K..Rfl»CW!t 


750 


.aoQ 


500 




2 


.KM^aupr.tcarA. JKcffiilzici^ 


12p .. 


. 30. . 


. 100... 


















a a a a 






















IM 21>6 
26-5 
101-5 





54. 


x$. 


50 




XatL<^.lC!T..i(huiF.A. -Puty 


210 


. ...14Q.. .. 


80 




..55Mi.P.t.«ff..ftniCL..C^ 


24 


.4 


25 


















a a a a 






















nt 6-320 




1 ...2W 


50 


200 




9-710 




50 


0 


50 .. 




lOrJKlO.... 




.jnx6..Kctt.cir...T.<ihlciI« 


300 


lao... 


76.. . . 


















a a a a 
















.. 






AR 346^^ 


Peraonnal Bpaterf 


310 


]m 


150 




615-25 


OljMSMlOft^^^ 


50 


25 


35 


















a a a a 


































. 





































































































1 L .1 







W.D., A.OX>. rnrm No. tT lo-tmi 

Jaotanr 1. IMe 
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A.O. O. Form No. IS 
ikiiiiri. 19U 



REPORT OF DISTRIBUTING AGENCY FOR PUBUCATIONS 

(AR aUKMt sad FM 21-S) 



Bs ptgsbsy 1 

(DMr) 



10.A2. 









(Num md rddrtM «t diMrIbaUiif acioeT) 






(Sgd.) JOBE DOS 





















1%, 


Col 




i 


?y.y’ 


>. AdJ. G 


IS 


1 


f 


s 


4 


5 


6 




S 


• 


10 


11 


18 


IS 


14 




OmcBss 




1 


1 

1 


8 

a _ 


8 




8 

A 




8 






8 

f 






II 










1 




1 


1 


\ 








1 




1 














a| 

1 

-e 


1 

If 

1 




1 

r 

1 


f 


1 


1 




I 

1 




1 




p 

{8 

h 


1 

1 




1 


;|i 


1 

j 

1 


1 

1 


































1 

3 




^7. 


194 
















1 










Chemical Warfare Service 


1 


1 


4 


1 
























Coa*t ArtUiery Corp* 
































Corpa of Engineer! 


2 


23 


746 


1 












1 


4 














.127. 


sm. 


1. 












4 












Infantry 


75 


366 


9945 


1 




1 




3 


12 




60 












2 


....32 


470 


1 














12 










Ordnance Department. 


1 


2 


22 


1 


























3 


15 


325 


1 












1 


2 












.....I. 


.9 


311 


1 














1 












1 


1 


17... 


























Adjutant Q^eral’s Depart- 


o 1 


3 




1 






















[ 


Impector General’s Depart- 


1 


1 




























Judge Advocate General’s 


1 






.....1. 






















i 




5 


6 




1 
























Miiltary Police 




2 


77 
















1 










































Arm or P«Tvire Depot* _ 
















1 
















General HnupitAl* 


















j 








1 






Arsenal! ArmoHm 


















1 














P^o| 7 iit{ng RtAtiona__ 
































Coast Artillery District! 
























1 








Harbor Defense Commands. 
































Offices (par. 18a, AR 310~ 
200)._ 






1 


16 
























Total 


.y-.5. 


587 


L4.585 


28 




1 




3 


12 


6^ 


102 














1 

2 

8 

4 

5 
8 

7 

8 
8 

10 

11 

12 

18 

14 

16 

10 

19 

18 

10 

20 

81 

22 

28 

24 

26 



Notb. — P hilippioe Soouta will be c l me e d m of the arm or eervice to which accredited; nooeoimnlaaioiied officeia of the D. E. M. L. 
I of the arm or eenriee to which they are aaslgDed. 

V. •. wntMciiT mmtim omct M— tWM 
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5. The allowance of binders is the number necessary to accommo- 
date the authorized official files, each binder to be utilized to its 
maximum capacity. Requisitions should state the publications for 
which the binders are to be used (that is, for Army Regulations, War 

Department circulars. Form No. , etc.). The allowance for 

changes in publications is the same as the allowance of the publica- 
tion to which they pertain. 
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Appendix III 

ORGANIZATION OF OFFICERS’ MESS 

1. One of the first duties which falls to the lot of the regimental adju- 
tant is the organization of an officers’ mess. Nothing in Army Regula- 
tions will tell him how to do this important job. AR 210-60, however, 
covers requirements as to membership, accounting, inspections, audits, 
and so forth. The adjutant of a new unit, faced vnth the task of 
organizing an officers’ mess, should take the following steps: 

a. Prepare an official memorandum, addressed to “all concerned,” 
directing the organization of an officers’ mess, and detailing at least 
five officers as a mess council, preferably, at least two of whom are 
field officers. 

b. The council thus appointed should hold an organization meeting, 
at which a secretary, or recorder, should be elected from among the 
members. The senior officer will be mess president. 

c. The council should appoint a mess officer. 

d. The mess officer should be instructed by the council to organize 
the mess and start operations upon a given date. He should be 
authorized to incur indebtedness in the name of the mess up to a 
specified amount. If the council is unable to determine a limiting 
amount at its first meeting, it should direct the mess officer to make 
an estimate and submit to the president, or to the full council, at 
some future date not more than 1 week in the future, an estimate of 
the cost of organizing, equipping, and operating the mess for 1 month. 
This figure should constitute the outside limit of indebtedness to be 
incurred during the first month. 

2. If a buildiug has not already been assigned for the officers’ mess, 
one should be selected without delay, and its definite assignment 
secured. The regimental commander, or the post commander, will 
control such assignment. 

3. Having secured a suitable building, the next consideration is 
equipment. Assuming that a mess is being organized for all officers 
of the regiment, it will be necessary to have tables and chairs, or 
benches, to seat not less than 125 people. 

a. Initial equipment needed will probably be as follows: 

(1) Tables and chairs, or benches. 

(2) Dishes and silverware. 

(3) Kitchen utensils. 
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(4) Stoves (two number 5 ranges, or equivalent). 

(5) Refrigerator. 

(6) Serving tables. 

(7) White uniforms for cooks and waiters. 

(8) Fuel. 

b. In most cases, all these items can be drawn from the post or 
camp quartermaster. Later, when the mess has become self-support- 
ing and has a surplus, it may be desirable to purchase other items of 
equipment which cannot be obtained from the quartermaster, such 
as coffee urns and electric mixers. 

4. The next problem is that of labor. Civilians will be employed, 
except in those cases where the post or station commander determines 
that the employment of civilians in officers’ messes is impracticable, 
and in certain other cases as authorized in Circular No. 214, W. D., 
1942. Soldier cooks, kitchen police, and waiters may be used, to the 
number permitted by the commanding officer. It must be borne in 
mind, however, that any soldier employed in the officers’ mess should 
be paid a reasonable wage by the mess in addition to his Army pay. 
This is a matter to be determined by the mess council, with the 
approval of the commanding officer. If it is decided to start with 
soldier personnel, the unit personnel officer should be asked to help 
in the selection of suitable personnel by examining the qualification 
cards of the enlisted men. To start with, one mess sergeant, at least 
two cooks, two cooks’ helpers, and at least one waiter to each two 
tables will be needed. This figure for waiters is based on the assump- 
tion that each table seats not more than eight persons. 

6. Up to this point the mess has not incurred any obligations. But 
from now on the mess must go into debt for at least 1 month. The 
regulations permit, and the council may, by proper resolution, require 
that officers joining the mess pay an initiation fee. If such a fee is 
decided upon, the amount should be kept to the minimum needed to 
provide the mess with a small operating capital. For example, a mess 
starting with 125 members could do nicely with a capital of $375; 
which would require an initiation fee of only $3 per member. 

6. Before the mess actually starts operations, the council should de- 
cide upon and adopt a set of mess rules and regulations. These should 
be submitted in draft form to the regimental commander for approval 
before adoption and publication. A few questions to be decided upon 
and adopted as rules of the mess are: 

a. What shall be the meal hours? 

b. Will members be charged for all meals, or only for those actually 
eaten in the mess? 
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c. Will credit be allowed for week-end absence? 

d. Will members be allowed credit for fractions of a day? That 
is, will the rules provide that a member may take two meals a day in 
the mess and be charged for only two meals a day, or will credits be 
allowed only for full day’s absences? 

e. Will visiting officers be charged for a single meal, or will the mess 
absorb the cost of single meals furnished visiting officers, who are not 
guests of an individual but who are present on official business? 

/. What formalities will be observed at meals with regard to uni- 
form, and so forth? 

7. Subsistence supplies may be purchased by the officers’ mess from 
the quartermaster sales officers, from exchanges, and from commercial 
dealers. It will be found advantageous in most cases to purchase 
meats and staples from the quartermaster. Monthly credit accounts 
may be carried with the quartermaster sales office and the exchange, as 
well as with commercial firms. 

8. Members should be required to settle their mess bills not later 
than the tenth of the following month. Charges should be based on a 
pro rata cost of mess operation, plus a predetermined percentage to 
provide a small balance for operating capital. 
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Appendix IV 

TYPES OF BOARDS 



! 

i 

Type of board 


Who appoints 


Army 

Regu- 

lations 

AR 


Number of copies 


Distribati<Hi 


Classification and , re- 


War Department com- 


606-230 


As prescribed in 


As preecribed in order 


classification of offi- 


manders of— 




order appoint- 


appointing board. 


oers. 


Army Ground Forces. 




ing board. 






Army Air Forces. 










Services of Supply. 










Army. 










Combat Command. 










Armored Force. 










Service commands. 










Department. 








Motor vehicle accidents. 


Regimental poet, camp, 


850-16 




As prescribed in perti- 




or station. Division 


86-7020 




nent regulations. 




oommander or com- 


36-7080 








manding general of 


35-7220 








service command. 








Retiring board 


War Department 1 


606-250 


1 


To A. Q. O. 


Aircraft accidents 


Local commander 


65-120 




As required for report 










of survey. 


Buildings damaged or 


Poet commander 


210-10 


8 


1—Chief of Engineers. 


destroyed. 








1 — Service oommaod. 










1-File. 


Death (including sui- 


Poet or division com- 


600-550 


8 


2-A. O. 0. 


cide). 


mander. 






1— File. 










(Thru channels.) 


Discharge of enlisted 


Poet, division, or regi- 


616-360 


8 


1— Goes forward with 


men for disability. 


mental commander. 






service record. 


Discharge of enlisted 


Post, division, or regi- 


40-100 


1 


1— A. G. 0. 


men (board of review). 


mental oommander. 








Line of duty status in 


Post, division, or regi- 


346-415 


3 


1— A. G. O. 


case of injury. 


mental commander. 






1— File. 










1— Surgeon. 










(Thru channels.) 


Claims against the 


Post or division com- 


36-7020 


5 


3-^Chief of Finance. 


United States. 


mander. 


35-7030 




1 — Service command. 






36-7040 




1— File. 






35-7050 




(Thru channels.) 
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Appendix V 

CHECK LIST FOR BOARDS 



The following check list applies to the majority of boards and should 
be used as a final check of the report of proceedings: 

1. Is copy of orders which appointed the board attached as an exhibit? 

2. Are dates, hours, and places of all meetings shown? 

3. Are members of board accounted for as present or absent? 

4. Were the members of the board sworn? (Regulations do not require that 
members of all boards be sworn but do not enjoin against swearing in any case; 
and accordingly, it appears good practice to have members of all boards sworn.) 

5. Was at least one member of the board a medical officer? (Necessary in cases 
of injury, illness, or death.) 

6. Was the individual concerned present at open meeting, and at the hearing of 
the evidence? If he was not present, does the record clearly state the reasons for 
his absence? 

7. Did he have counsel; and if so, was counsel present? 

8. Was the order appointing the board and the substance of the regulations 
under which the board convened read to him? 

9. Did the individual concerned object to any member of the board? (If he did 
object, the record should indicate both the fact of objection and the final action 
taken in reference to the objection. If he made no objection, that fact, too, 
should be in the record.) 

10. Was he permitted to examine and cross-examine witnesses, submit evidence, 
testify, make a statement, or submit a brief? Does the record so indicate? 

11. Were all witnesses who gave evidence before the board properly sworn? 

12. Are all copies of each document, etc., properly authenticated? 

13. Does the record indicate whether or not premises, places, or property were 
visited and inspected by the board? 

14. Does it appear from records that all witnesses concerned as having knowl- 
edge of the matter under investigation have been called? 

15. Does the record contain full statement from the commanding officer of the 
individual concerned as to duty status at time of injury or death, including time, 
dates, etc., in full as bearing on same, or a properly authenticated extract of the 
morning report appended as an exhibit? 

16. Does the record, in the case of death or injury boards, clearly indicate 
dates and times of all examinations by civilian physicians, and medical officers, 
statements as to sobriety, and as to diagnosis of injuries as made by each medical 
man, including statement concerning time and dates of all admissions to hospitals, 
if any, both civilian and military? 

17. If the evidence indicates a condition of intoxication, do proceedings find such 
condition to have been approximate or remote cause of injury or death? 

18. Do the findings cover each essential fact required by the order appointing the 
board or the regulation under which the board was appointed? 

19. Does the evidence support each finding; and are the findings in proper form 
and specific as to places, dates, persons, and events? 
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20. Are the recommendations consistent with the findings, and do the recom- 
mendations cover each requirement of the order on regulations? 

21. If there is a dissenting minority opinion, are the reasons for the same set 
forth? 

22. Are proceedings signed by all members present; and if there were adjourn- 
ments, is each such signed by the recorder? 

23. If the board was appointed by a subordinate commander, is the action of 
such appointing authority shown? 
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Appendix VI 

ACCIDENT INVESTIGATIONS 

1. The investigations of motor vehicle accidents involving both 
Government owned and privately owned motor vehicles, the deter- 
mination of pecimiaiy responsibility for damages, and action upon 
claims .resulting from damages caused by such actions, are important 
administrative duties with which every officer should be familiar. 
The adjutant particularly should know the procedure to be followed 
in such cases, for to him will fall the duty of collecting reports and 
checking them to see that all pertinent regulations have been complied 
with, and of making recommendations to the commander relative to 
the action to be taken on such reports of investigation. 

2. Here is a hypothetical case, followed through to its conclusion. 
Sergeant John L. Martin, Company L, 100th Infantry, was directed 
by the company commander to take a truck assigned to the company, 
proceed from Fort Dix, New Jersey to Camden, New Jersey, pick up 
some supplies purchased by the company fund for the company day 
room, and deliver these supplies to the company. Sergeant Martin 
left the company in the truck at 3:15 PM en route to Camden. He 
was accompanied by Private Killen of his company, the authorized 
driver of the truck. When about 5 miles north of Camden, on U. S. 
Highway No. 130, a civilian car suddenly swerved over on their side 
of the road and collided with the Government truck. Sergeant Martin 
suffered painful but not serious injuries, as a result of being thrown 
against the windshield when the truck went into the ditch in an effort 
to avoid being struck by the civilian car. A few minutes after the 
accident, a passing civilian car picked up Sergeant Martin and carried 
him to the station hospital at Fort Dix, New Jersey. Here follows a 
“ play-by-play ’’ account of the administrative action taken after the 
accident, recoimted in chronological sequence. 

a. Private Killen, the driver of the truck, made out one copy of 
Standard Form No. 26 (Drivers Report — Accident, Motor Transporta- 
tion) which all drivers of Government motor vehicles are required to 
carry with them at all times while operating such vehicles. (See 
Exhibit “A” to Report of Investigation.) He then went to the nearest 
telephone, called up his company commander, and reported the 
accident. The company commander in turn called the regimental 
adjutant, who in his turn called the division automotive officer. 
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requesting that a towing truck be sent to the scene of the accident to 
bring the Government truck back to the post. Upon his return to 
Fort Dix, Private Killen ddivered the completed Form No. 26 to his 
company commander. 

b. The company commander immediately carried the report to the 
regimental adjutant, who, imder the provisions of AR 850-15, referred 
the Standard Form No. 26 by first indorsement (see Exhibit “A” to 
Report of Investigation) to a permanent investigating board which had 
already been appointed for the regiment. The board, which consisted 
of Major Edward J. Day and Captain John A. Phillips, upon receiving 
the Form No. 26 with the first indorsement, took the following steps, 
in the order listed: 

(1) Went to the scene of the accident, taking Private Killen; there 
drew a sketch of the accident, as described by Private Killen, and as 
shown by the marks on the tires of the truck and the civilian car; then 
returned to the post and secured an affidavit from Private E[illen. 
(See Exhibit "B” to the Report of Investigation.) 

(2) Interviewed Mr. Willis R. Macy, the owner and driver of the 
civilian car, and secured an affidavit from him. (See Exhibit “C.”) 

(3) Went to the station hospital, interviewed Sergeant Martin, and 
secured an affidavit from him. (See Exhibit “D.”) 

(4) While at the station hospital, interviewed and seemed a 
sworn statement from Lieutenant Kilpatrick, the medical officer 
who examined Sergeant Martin upon the sergeant’s admission to 
the hospital. (See Exhibit “E.”) 

(5) Visited Company L and interviewed and secured a sworn 
statement from the company commander regarding the nature of 
the mission upon which the soldiers were engaged at the time of 
the accident. (See Exhibit “F.”) Secured, also, three W. D., 
A. G. O. Forms No. 15 (Report of Survey) signed in blank by the 
company commander. 

(6) Visited the motor pool of the division, and ascertained from 
the division automotive officer the cost of repairing the damage to 
the Government truck. This was made in the form of an estimate, 
sworn to by the division automotive officer, and attached to the 
report as Exhibit “G.” The figures obtained were entered on the 
report of survey at that time. 

(7) The board, which was then ready, compiled and submitted to 
the adjutant the report, in triplicate, with one original signed copy 
and two certified true copies of all exhibits. (See the 4 pages of the 
completed report. War Department Form No. 39.) 

c. (1) When the report was submitted to the adjutant, he took it 
to the commanding officer, who told him to approve both the report 
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and the report of survey. The report of survey, being for an amount 
less than $25, could be approved by the commanding officer without 
the appointment of a surveying officer; but in this case, while the 
damage to Government property was not in excess of $25, and the 
owner of the civilian car stated that he would make no claim against 
the Government for damage to his own car, the factor of personal 
injury made it necessary for the board to submit its report oh War 
Department Form No. 39 (Investigating Officer’s Report — Accident, 
Motor Transportation) or Standard Form No. 27 (Investigating 
Officer’s Report — ^Accident, Motor Transportation). (See AR 
850-15.) When the adjutant indicated the commanding officer’s 
action on the board’s report, and on the report of survey, he divided 
the report and the supporting documents (exhibits) into three sets, 
as follows: 

(а) Set A. — Copy of Standard Form No. 26, copy of War Depart- 
ment Form No. 39, and the original signed copies of all affidavits and 
exhibits. 

(5) Set B. — Original of Standard Form No. 26, original of War 
Department Form No. 39, and certified true copies of all affidavits 
and exhibits. 

(c) Set C. — Same as set A. 

(2) The following distribution was made of these sets: 

ia) Set A. — Retained by post, camp, or station, in case a delayed 
claim is filed. 

(б) Set B. — Forwarded through post, camp, or station commander 
to the commanding general of the service command, thence to Quarter- 
master General for notation and forwarding to Chief of Finance. 

(c) Set C. — Forwarded (through post, camp, or station commander) 
to the commanding general of the service command and retained by 
him. 

(3) The report of survey, although submitted by the board with 
the report of investigation, was thereafter handled by the regimental 
headquarters and disposed of as required by AR 35-6640 or AR 
35-7220 or by both. 

d. With the action described above, the accident investigating 
board had completed its function. All action regarding the damaged 
Government property had been properly accomplished. 

e. Had the owner of the private car chosen to make a claim against 
the Government for damages to his vehicle, the proceedings of the 
board on the claim would have been rendered on War Department 
Form No. 30 (Proceedings, Board of Officers — Damage Claims) . For 
details of the handling of such cases, see AR 35-7020, AR 35-7030, 
AR 35-7220, and AR 850-15. 
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y. Now for a step-by-step analysis of the investigation. The 
board must determine the answer to certain vital questions: 

(1) Was the truck on an official mission? If so, by what authority? 

(2) Was the truck operated by a r^ularly assigned driver who 
held a permit as an operator of Government motor vehicles? 

(3) Was the truck proceeding at a legal and reasonable rate of 
speed? 

(4) Was it proceedii^ on the proper idde of the road? 

(5) What were the conditions as to weather and road which mi^t 
have had a bearing on the accident? 

(6) Was the driver of the Government vehicle under the influence 
of alcohol or narcotics at the time of the accident? 

(7) Was the accident due directly or indirectly to the fault or 
negligence of the driver of the Government motor vehicle? 

(8) Was the car which collided with the Government truck proceed- 
ing at a l^al and reasonable speed? 

(9) Was the civilian car on the proper side of the road? 

(10) Was the driver of the civilian car under the influence of alcohol 
or narcotics at the time of the accident? 

(1 1) Was the accident the result, in whole or in part, of the fault or 
negligence of the driver of the civilian motorcar, or of the mechanical 
failure of the civilian car? 

(12) Were the brakes and lights of both vehicles in good condition 
and operating properly at the time of the accident? 

g. The investigation must be formal in character, and must follow a 
certain established mode of procedure, as laid down in AR 850-15. 
Every person concerned should be called upon to testify. The testi- 
mony of each should be in the form of a written statement, and this 
written statement must be sworn to before a person competent legally 
to administer oaths in such cases. (See A. W. 114.) Every such 
statement must show that the person making the statement under- 
stands his constitutional right to decline to testify if such testimony 
will tend to incriminate or degrade him. This can best be made clear 
by reading A. W. 24 to each witness, before he offers his testimony. 

h. The board should in all cases secure from a competent person an 
estimate of the cost of repairs to the Government motor vehicle. In 
this case, the most logical person to make this estimate is the auto- 
motive officer who operates the division motor repair shop. 

i. Having examined the testimony of all pertinent witnesses, the 
board must independently reach its findings of fact. These must be 
set forth clearly and concisely, and must be supported by the prepon- 
derance of the evidence. It must then make its recommendations. 
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Such recommendations should, in all cases, be consistent with the 
findings of fact, which in turn are based on the evidence. In any case 
in which the recommendations are not consistent with the facts, such 
discrepancy should be fully explained in the report of the board. 

j. The recommendations should be definite as to whether the driver 
of the Government vehicle should be charged with the cost of repairs ; 
also as to whether the driver of the civilian motorcar should be called 
upon to pay for repairs to the Government vehicle. The board should 
also recommend what action, if any, should be taken by the responsible 
officer on whose accounts the Government motor vehicle is charged; 
also, whether the Government vehicle should be repaired and returned 
to service. 
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INVESTIGATING OFFICER'S REPCmT-^ACODENr 

MOTOR TRANSPORTATION 



This report, together with the drirer’s report (Fonu No. 26), must bo submitted promptly in sooordsnee 
with department relations. 



ACaODIT 


August 9^ 1942 ,10 Hm.». 1610 m 


PUoe; City or town 9..llAA..HA..igdr..0A|Bd#9L Steto ...RfJP JtrJMy. 

pireot IJjkSA..lUgllPniX.RRs>.A^^ ........ 

Woatbor JGaRJM^...UR««..Rad.bjl^^ Condftioii of roadway H0OldbUWd..dQr. 


GOTIBNMSNT 
YSmCLB Ain> 

DHVBB 


utkt isd tnx <x Tchicic ....C3Mn3»t«l. u. a No. 

n™.„/hhv.. m. Willi* D. Ull«a ni.--.iv. 8448724 

Hia title, orBaniMtion, and poet ..Fyt* j_Cp.<..l»j..iPPj^_Inf]|at^ 


reZTATS TBHKXE 
OWKR AND 
DVTBB 


Make and type of vehicle 0.1dtt|pbll#„SSdttj._A940 No, JR* T __1T446__ 

Owner: Name ..JRl%...Wi.l.yr.*..R.«..lMPiy 

Slwin St.j CMdmif V*J* 

Drivv: Nv» ...Vf* 

" AddreM 462. .R1 t|A J l. .8 t.e a . . . . R.« J.* 

•• LImv. No. 


j 

a 

3 

9 

9 


Namee and addieMee and extent </ injuries 

Infsntqr^ Pt« tAx^ H« J«j sprmlxisd ri^t wrist, out on tss^oral rseioa 
of hM^.t..sf3nirp..siy^SS..iB.]^ 




If medical aid was rendered, state by whom ..^.1e..h^a..jfMM#..AA..Xil£U!t.^.9ttj..M*.C.aa.Ft*.QLx, V* J* 


DAMACB TO 
COVBBNMENT | 








1 

DAMAGS TO 
PBIVATBLT 
OWNSD VBHIGLB 
OB QTHBB 

FBOPBBTT 


Bent front bunper, dented left front fender* 




WITNBSSC8 

(hapwlMil) 


ALWAYS SECURE NAMES AND ADDRESSES OF WITNESSES 
Natne$ Addrv*** 

. .S.gt_« . . .John . Its. . )|4eF.“tt.nj. . .7.7.99.1 14* .QPa„La„.199.t^t . l.ftf * . . J^.e.. JQLiSa.. JLt.Js 

.Jhrta..Wi.UA.e.D.*.mi.s»^...9.442.7^^^^ .Co...lM--190-th..Inf.s..JEta..ja2La^ 

Ur* Willis R* Uaoy* 462 Elwin St* Camden* N*J* 




POUCB BKPOBT 


Did city or State police report .tho accidentT ...RO — -. 

If report was made, attach copy. 


OmaAL DDTT 


Government car was proceeding from ..l?i?s...llaJa to . — -CSIt.dffl9Lj..RaJj> 

Was driver performing official duty? ,....T** 

Indicia «h*. duty Wu* prooeeding to Camden tp seoure supplies end equipment 
for ooiapany dsy room, and return such supplies and equipotent to post* 
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FINDINGS 



A. Accident, details of: Tho Govomnant truck was prooaoding at about 30 miles per hour 
toward Camden, N«J«, on U.S. Highway 130, when, at a point about 5 miles north 
of Camden, a ciYilian oar, later determined to be owned by Ur, ^(illis R, Macy, 
approached the Government tmek proceeding in the direction of Pt, Dix, Sud- 
denly the civilian oar swerved across the road directly in the path of the Gov* 
eminent vehicle, and despite efforts of the driver of the Government vehiole, 
the oivilian oar struck the Government vehiole on the left rear fender. The 
Government vehicle had been turned sharply to the right, and the front wheels of 
the Government vehiole were in faot in the roadside ditch at the time of the im* 
paot. The Government vehiole received damage to the right headlight and the 
radiator grill as a result of being run into the roadside ditoh and bank in sil 
effort to avoid a head-on collision. The civilian car received a bent front 
bisnper and dented left front fender as a result of striking the Government 
vehicle. Both vehicles were being driven at moderate speed. 



B. Visibility: Excellent, 

C. Traffic conditions and right of way: The Government vehiole had the right-of-way on the 

side of the mad on which it was being driven. There was no other traffic in 
the immediate vicinity at the time of the accident, 

D. Mechanical condition of both vehicles: The Government vehiole was in excellent mechanical 
oonditioni brakes, headlights, windshield wipers, and steering gear functioned 
perfectly. The privately owned vehiole became unmanageable because of a broken 
steering ^ear, thus causing the accident. 

E. Responsib'hty: The Vesponsibi lity for the collision rests with Mr, Willis R, Uapy 
as owner and driver of the civilian oar. 



P. Property damage: 

Government vehicle Total damage: parts $11,79; labor $6,60 

$ 13,39 

Private vehicle or property Straighten bumper and fender, estimated: 



5 y.00 

G. Remarks: The accident was caused by a mechanical failure of the steering gear of 
the private car. Examination revealed that the left tie-rod ball joint broke 
while the oar was in motion, thus allowing the tie-rod to drop to the ground, 
and thereby causing a failure of the steering apparatus, Mr, Maqy is a well-known 
citisen of Camden, bears an excellent character, and there was no evidence indi- 
cating that he was under the influence of alcohol or narcotics at the tln» of the 
accident. The driver of the Government vehicle was not under the influence of 

alcohol or narcotics at the time of the accident. 

Note. — Under (A) the investigating officer will give a word picture of the accident; (B) the weather conditions, whether 
raining, foggy, snowing, etc.; (C) traffic is light, heavy, congested, etc., and vehicle having right of way under traffic regulations; 
(D) condition of lights, brakes, windshield wipers, etc., on both vehicles; (E) responsibility for accident, taking into consideration 
the traffic regulations and traffic conditions at time of accident, which vehicle was nearest intersection, etc.; (F) list the damages 
to each vehicle and the estimated cost of repairs to same; and (G) any explanation for the accident not given under the above. 
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RECOMMENDATIONS 



1 BEREBT CERTIFY that the fore^ing is a true and correct report of the accident, according to the beet of 
my knowledga and belief, based upon the teetimony received by me, personally and attached hereto. Tbe 
following papers, which are a part hereof, are attached hereto and listed below; 

stands Pom No. . 26. a^lat Xnd. 

Ei^blt ’mxinV lOOth InfV 



Exhibit D>— Stat«Mat of Sgt. John L. Itartin, 7790114, Co. L. 100th Inf. 

Br— Stat«m«c|J,of let. Lt. 

Exhibit F— Stntonent of Ibrtln C. ffoodring, Copt., 100th Inf., Ft. Dix, N.J. 
.._B^>it..fe“r.Sto.t«i»oot o.f.lftjor..^ 

/%/ E*»ard J. Ooy 

.„/V.EDSAfiD-J*.J)AI,..llaJor,..ia0.th.ln£.... 
Proa* Ponnanont Board of Isveatigatlon. 

. /^ do^ 

/V JOBS A. PHILUPS, T wi a#inr .it x >ywc 
Captain, lCX)th Inf*« 

Recorder* 

HnADQUABTBRa: 



1 942 

1 Approved. 

Date By order of Colonel ATWATKR 





/t/ THOMAS A* DU BOIS, Capt., 100th Inf. 
Adjutant* 
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INVESTIGATING OFnCER’S SKETCH 

r 

Show in black the relative positions of the colliding vehicles, or of the vehicle and pedestrian, just before 
the collision, and at ike time of the collision. 

Show in red their relative positions after the collision. 

Label the streets and every object depicted, and indicate measurements; show by dotted lines the course 
followed by each vehicle, and add any explanatory statement that would aid in an understanding of the 
occurrence. 





If the above diagram is not applicable, attach substitute di*)gram. 




INSTRUCTIONS TO INVESTIGATING OFFICER 

1. Attach driver’s accident report, with supplemental signed statement from driver. Among other things, 
the driver’s statement should describe the course of the Government cor, and the course of the vehicle or 
person collided with, just before and at the time of the collision; the rates of speed and how estimated; the 
signals of warning; condition of* brakes, of lights, of streets as to being slippery; efi^orts made by driver to 
avoid collision; facts showing whether or not other driver, or person was in fault, etc. 

2. Attach signed statement from each witness. 

3. Attach copy of traffic regulation violated, if any. 

4 . Attach photographs of scene of accident and of damaged cars, if any taken. 

<$, «. aovoiHWaT raiHtiM omcc 1« — S3Mt 
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537.5 — Accident 1st Ind. TAD/omk 

Hq. 100th Inf., Ft. Dix, N. J., Aug. 10, 1942. To: Major Edward J. Day, 
0-204585, 100th Inf., Pres. Permanent Board of Investigation. 

1. For investigation and report under the provisions of AR 850-15. 

2. The board will obtain from Mr. Willis R. Macy, 462 Elwin St., Camden, N. J., 
a statement as to whether or not he intends to make a claim against the Govern- 
ment. In the event that Mr. Macy indicates his intention to make a claim against 
the Government, the investigating board will request him to execute five copies of 
Standard Form No. 28 (Claim for Damages — Accident, Motor Transportation) 
and will submit the five copies of Form No. 28, together with five true copies of all 
exhibits to the report of investigation, in addition to those copies attached to the 
report of investigation. 

By order of Colonel ATWATER: 

/s/ Thomas A. Du Bois 
/t/ THOMAS A. DU BOIS, 
Captain, KXHh Infantry, 

Adjutani 
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17. Was ao lorpstlention mad^ b; a policeman (civil or mili- 

tary)? ..N.O.j* It so. state 

Precinct or station 

18. Names and addresses of persons otber than driver in Gov> 

enimont car : .... Co.. 

N.J.. 



10. Itunies uod ad<]resses of other witnesses; 



(Signature nfflrlTer) 



1 certify that the above report was delivered to oo 



tb€ day of 19 

at o'clock 



kdAlUjwAj^ C' 

(Sl^ature of otDcer in choree) 1 

(Official title) 

FQr.t..Dix^..ll.J. 

(Govemojent department or establish uu ot r 

NOTE.— This rsport shsuld be attached to n^art of laveatlastliic OOkrr. 

•0“'®*® a • wwMOMVTMtlftTMaMfKt 



Siandam Form No. M 
Approved by the President 
June 10, 1027 



3?cl;ibit "A" 



DRIVER’S REPORT— ACCIDENT 

MOTOR TRANSPORTATION 



INSTRCCTIONS TO DRIVERS 

la case of 11111117 to peraoti or damage to property: 

A. Stop car and render soch assistance as may be needed. 

B. Fill out this form. ON THE SPOT, so (ar as possible. 

C. Deliver this report promptly to your immediate superior. 

Failure to observe these instnictioas will resuU tn discipUaary 
action. 

1. Name of Government driver ; 



2. Stationed at .. .Fte.a...DiX,..H.aJ..a 

3. Make and type of fioveroment vehlclePli^®yT?^®^!...^^. 

.ton tru.cX.. 

4. Service number .94467 

6. Name and address of owner of other vehicle (or owher of 
property damaged) ..MT.f 

.442 ..Sl?riD...;St.a.,....Ca^ 

6. Nnrae and address of driver of other vehicle 

Rs...i^cy.,...A62..i;iwin..5t....^^ 

7. License of other vehicle : State .New..J.ers.ejr. 

No. ..I..17445. 

5. Place of ucUdeot ; City Fi.ye...iail.e.s...north...of. 

rnmt CJWdJHIl 

lo-isio 



9. Date of accident — HouA^.?:9m. 

10 . Names and addresses of persons injured; natnro of Injuries: 

3 gt^ J oh n L« Martin^ Co. lCX)th 
jTif • y Ft/ • DliX^ N ^iJ • 



tl. Describe damage to Government vehicle 



12. Describe damage to privately owned vehicle, or other, 
property : ...... 



Ig. What signal was given by each driver prior to accident? 

JBothJblew horn s 



14. Stale condition of light, weather, and roadway : 



16. Explain how accident happened: .bbO...P.riyat€ 

vehicle to the^le^^ _ 

Gov» t vehicle, 

16. Label streets and indicate measurements; show the position 
of each vehicle at the time of the accident and show by 
dotted lines the course of each vehicle Just before and 
Just after the collislou. 





Note.— The Standard Form No. 26 constitutes the basic document to which this indorsement is made. 
The Form No. 26 is carried by all drivers, and they are required to fill it in and submit it to their immediate 
commanding officers immediately after an accident. The organization commander then delivers it to the 
regimental adjutant informally, but immediately. This indorsement is the authority of the investigating 
board to make the investigation required by AR 850-15. 
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Testimony of Private Willie D. Killen, 8442724, Company L, 100th Infantry. 

Having been read A. W. 24 and had his rights thereunder explained to him, 
Private Willie D. Killen, 8442724, Company L, 100th Infantry, deposed as 
follows: 

My name is Private Willie D. Killen, 8442724, Company L, 100th Infantry, 
and I am assigned duty as regular driver of -truck No. 94487. On the afternoon 
of Aug. 9, 1942, Sergeant John L. Martin came to me and told me that the cap- 
tain had directed him to take the truck, that is truck No. 94487, with me as 
driver, go to Camden, pick up some supplies, and bring them back to the com- 
pany here at Ft. Dix. We left here, the company, at about 3:15 PM and started 
for Camden. We drove on southeast on Highway No. 130 until we were at a 
point about 5 miles north of Camden, N. J., without anything unusual happen- 
ing; but then I noticed a car coming north and when it was nearly to us, it looked 
like it was coming over on our side of the road; and it did come over. I hollered to 
Sergeant Martin to look out and pulled over toward the ditch, and the other car just 
managed to hit my back fender. The other car was not going fast and neither was /. 
I had just looked at my speedometer and was making around 30 miles an hour, and 
I suppose the other car was making about the same; that is what I estimated his speed 
to have been. He hit my left rear fender with a part of his bumper and my right head- 
light was smashed and the radiator grill broken. I was over on my side of the road 
all the time, and the other car was over on his side until he was a little way from me, 
and then the other car started over toward me and kept on coming. I .pulled over on 
the shoulder of the road and put on my brakes and was about stopped when the other 
car hit my back fender and pushed me against the bank; the other car had about stopped 
too. I had blown my horn when I saw he was coming over toward me, and I guess 
he blew his loo. My brakes were in good order; my lights were all right but were not 
burning; the sun was shining; the road was dry and smooth. The driver of the 
other car, Mr. Macy, told us after we had stopped that his steering gear must have 
locked on his car, and that it was all his fault and he w'as surely glad no more damage 
was done. I had not been drinking, and to the best of my knowledge neither had 
Sergeant Martin.'^ 

Further deponent sayeth not: 

/s/ Willie D. KiUen 

/t/ WiUie D. Killen, 8442724, 

Pvt. Co. L, 
100th Infantry. 

Sworn to and subscribed before me this 10th day of August, 1942. 

/s/ John A. Phillips 
/t/ JOHN A. PHILLIPS, 

Captain, 100th Infantry, 

Recorder. 

•Note.— T he italicized portions of testimony pertain to matters which should bo brought out, and are 
italicized here for the purpose of illustration only. 

Exhibit 
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Testimony of Mr. Willis R. Macy, 462 Elwin Street, Camden, N. J. 

Having been read A. W. 24 and had his rights thereunder explained to him, 
Mr. Willis R. Macy deposed as follows: 

My name is Willis R. Macy. I am a contractor, and I live at 462 Elwin St., 
Camden, N. J. On the afternoon of Aug. 9, 1942, at about 4:10 PM while I 
was driving my Oldsmobile automobile north on Highway No. 130 and proceed- 
ing at a moderate rate of speed — I was making about 30 miles an hour at the 
time — all of a sudden my steering gear seemed to lock and I found myself turning 
left over into the path of the truck. The driver of the truck pulled over and 
went into the ditch just as my bumper touched his left rear fender. I had about 
stopped my car when I hit the truck and could not have been running faster than 
10 miles per hour. I got out of my car and went back to the truck and helped 
remove from the cab of the truck a soldier who was knocked out, and whose name 
I learned was Sergeant John L. Martin. I did not see any evidence of intoxica- 
tion or smell any odor of liquor on either of the soldiers. The Army truck was 
in no way responsible for this accident and I believe the quick thinking of Private 
Killen, the driver, prevented a serious accident. I was not under the influence of 
any intoxicants or narcotics. The brakes and lights on my car were in good order. 
I am thankful Sergeant Martinis injuries are no more serious that they are; and 
further, I do not intend to make a claim against the Government. 

Further deponent sayeth not: 

/s/ Willis R. Macy 
/t/ Willis R. Macy, 

462 Elwin Street, Camden, N. J. 

Sworn to and subscribed before me this 10th day of August, 1942. 

/s/ John A. Phillips 
/t/ JOHN A. PHILLIPS, 

Captain, 100th Infantry, 

Recorder. 
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Testimony of John L. Martin, 7790114, Sergeant, 100th Infantry. 

Having been read A. W. 24 and had his rights thereunder explained to him, 
Sergeant John L. Martin, 7790114, 100th Infantry, deposed as follows: 

My name is Sergeant John L. Martin, Co. L, 100th Infantry, and I am now 
in Station Hospital, Ft. Dix, N. J., where I am being treated for injuries which I 
received when truck No. 94487 and an automobile owned and operated by Mr. 
Willis R. Macy, a civilian, collided on Highway No. 130, about 5 miles north of 
Camden, N. J., on Aug. 9, 1942, at about 4:00 PM. 

I had been directed by my captain. Captain Martin C. Woodring, to take 
truck No. 94487 and go to Camden, pick up some supplies, and bring them back 
to the company. I got the driver. Private Willie D. KiUen, and we left about 
3:15 PM. We got up the road to about 5 miles north of Camden, when Private 
Killen hollered to look out, and he started to pull over toward the ditch. I saw 
a car which was going north on the road coming over toward us. About that 
time we stopped, and I hit my head and hurt my back and wrist, although 1 did 
not realize it at that time, for I was knocked out. 

After I came to, I heard the party who was driving the other oar, Mr. Macy, 
say it was not our fault but that his steering gem* seemed to have locked and that 
Private Killen had done some good driving. I wasn’t under the influence of 
liquor, and I know Private Killen wasn’t. 

Further deponent sayeth not: 

/s/ John L. Martin 

/t/ John L. Martin, 7790114, 

Sgt., Co. L, 100th Infantry. 



Sworn to and subscribed before me this 10th day of August, 1942. 

/s/ John A. Phillips 
/t/ JOHN A. PHILLIPS, 

Captain, 100th Infantry, 

Recorder. 



Exhibit “D” 



Testimony of James A. Kilpatrick 0-4768522, 1st Lieutenant, MC. 

Having been read A. W. 24 and had his right thereunder explained to him, 1st 
Lieutenant James A. Kilpatrick 0-4768522, MC, deposed as follows: 

My name is James A. Kilpatrick, 1st Lieutenant, Medical Corps, stationed at 
the Post Hospital, Ft. Dix, N. J. On the 9th day of August, 1942, at about 
5: 00 PM I was called upon in my official capacity to examine and treat a soldier 
who was admitted for treatment of injuries said to have been occasioned by a 
motor vehicle accident. The soldier’s name, I learned, was Sergeant John L. 
Martin, 7790114, Co. L, 100th Infantry. During my examination and treat- 
ment I saw no evidence of intoxication or use of narcotics. 

Further deponent sayeth not: 

/s/ James A. Kilpatrick 

/t/ JAMES A. KILPATRICK, 

1st Lieutenant, MC. 



Sworn to and subscribed before me this 10th day of August, 1942. 

/s/ John A. Phillips 
/t/ JOHN A. PHILLIPS, 

Captain, 100th Infantry, 

Recorder. 
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Testimony of Martin C. Woodring, 0-4672423, Captain, 100th Infantry. 
Having been read A. W. 24 and had his rights thereunder explained to him, 
Captain Martin C. Woodring, 0-4672423, 100th Infantry, deposed as follows: 
My name is Martin C. Woodring, Captain, 100th Infantry, commanding 
Company L, stationed at Ft., Dix, N. J. On the afternoon of Aug. 9, 1942 I 
directed Sergeant John L. Martin, 7790114, to take truck No. 94487, with driver, 
proceed to Camden, N. J., pick up certain supplies, and return to the company. 
Later on that same afternoon I was informed that the truck in which Sergeant 
Martin was riding had been involved in an accident and that Sergeant Martin 
had been injured. Sergeant Martin was engaged in carrying out an ofiScial order 
at the time of his injury. 

Further deponent sayeth not: 

/s/ Martin C. Woodring 

/t/ MARTIN C. WOODRING, 

Captain, 100th Infantry, 

Commanding Company L. 

Sworn to and subscribed before me this 10th day of August, 1942. 

/s/ John A. Phillips 

/t/ JOHN A. PHILLIPS, 

Captain, 100th Infantry, 

Recorder. 
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Testimony of Nicholas' F. Carter 0-425712, Major QMC, Division Automotive 
Officer, 20th Infantry Division, Ft. Dix, N. J. 

Having been read A. W. 24 and had his rights thereunder explained to him, 
Major Nicholas F. Carter 0-425712, QMC, Division Automotive Officer, 20th 
Infantry Division, deposed as follows: 

My name is Nicholas P. Carter, Major, QMC," Division Automotive Officer, 
20th Infantry Division, stationed at Ft. Dix, N. J. I have examined Chevrolet 
iH-ton truck No. 94487 and find the cost of repairing the damages suffered as a 
result of a collision said to have occurred on Aug. 9, 1942, to be as follows: 



Materiali Labor 

1 headlight assembly, right $6. 84 $1. 10 

1 radiator grill (repairs) 3. 80 2. 60 

1 left rear fender (repairs to same) 1. 15 2. 90 



11. 79 6. 60 

Total material $11. 79 

Total labor 6. 60 



Total 18.39 



The above figures arrived at by listing all parts and materials at cost of same 
and labor charges at rate of $1.00 per hour, the commercial rate for same. 

Further deponent sayeth not: 

/s/ Nicholas F. Carter 



It/ NICHOLAS F. CARTER. 
Major, QMC, 

Division Automotive Officer. 



Sworn to and subscribed before me this 10th day of August 1942. 

/s/ John A. Phillips 
/t/ JOHN A. PHILLIPS, 

Captain, 100th Infantry, 

Recorder. 
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Appendix VII 

REPORT OF INVESTIGATION AND BOARD PROCEEDINGS 

1. The purely hypothetical accident which is the subject of the 
investigation illustrated herewith, and of the board proceedings, is 
typical of many incidents which will confront administrative officers 
of almost every echelon. In the illustrative case, the decision to 
investigate rests with the regimental commander; the action is 
actually taken by the adjutant. 

2. The question might naturally arise: Why are both an investi- 
gation by a single investigating officer and an investigation by a 
board of officers necessary in this case? The answer is that two dis- 
tinct factors are involved; namely, damage to property and injury 
to personnel. 

3. In the case of Sergeant Martin, it is necessary that his status 
with regard to line of duty be clearly and judicially established as soon 
after the accident as is possible. The injury is not serious; but if it 
were, or if it terminated fatally, then the rights of the soldier, or his 
surviving heirs, might be seriously affected unless his line of duty 
status had been clearly established by a quasi-judicial investigation. 
AR 345-415 sets forth the circumstances under which the surgeon’s 
recommendation be made formally. As a matter of usual practice, a 
line of duty board almost invariably follows an accident in which a 
person in the military service is injured. 

4. The damage to Government property concerns the officer who is 
accountable for this property, and the officer who is responsible. 
Three separate military agencies or activities are concerned: the 
Transportation Corps, which procures and is accountable for the 
property; the Finance Department, which paid for it, and who may 
have to pay the repair bills; and the company commander, both as 
the officer responsible for the property and as the immediate com- 
manding officer of the soldier in whose custody the vehicle had been 
placed at the time of the accident. 

6. Consider the sequence of events which transpire after the acci- 
dent has occurred and has been reported to the commanding officer 
of Company L, 100th Infantry. 

a. The driver of the truck filled out and delivered to the company 
commander Standard Form No. 26. 
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b. The commanding oflScer of Company L, Captain Woodring, 
immediately took the report of accident to the r^imental adjutant. 

c. The adjutant dictated the first indorsement, shown in the illustra- 
tive case, directing 1st Lt. Edward J. Day to investigate the case 
“under the provisions of AR 850-15.” 

d. The adjutant then telephoned the station hospital and talked 
with the surgeon about Sergeant Martin. The surgeon agreed that 
there should be a line of duty board to determine Sergeant Martin’s 
line of duty status. 

e. The adjutant then called the adjutant general of the division and 
told him the story, requesting that the division commander appoint a 
line of duty board in the case. (It is assumed here that the division 
commander has issued a general order in which he reserves to himself 
the authority to appoint such boards.) 

6. a. Having done the things described in paragraph 56 above, the 
company commander is through with the accident for the time being. 
Later he will have something else to do about it. 

6. The regimental adjutant, having requested the appointment of a 
line of duty board, now awaits the receipt of the report of investigation 
from Lieutenant Day. 

c. The division adjutant general has nothing else to do in the case 
until he receives the proceedings of the line of duty board. 

7. Now for a step-by-step analysis of the investigation. The investi- 
gating ofl&cer must determine the answers to certain vital questions: 

а. Was the truck on an official mission? If so, by what authority? 

б. Was the truck operated by a regularly assigned driver who held 
a permit as an operator of Government motor vehicles? 

c. Was the truck proceeding at a legal and reasonable rate of speed? 

d. Was it proceeding on the proper side of the road? 

e. What were the conditions as to weather and road which might 
have had a bearing on the accident? 

/. Was the driver of the Government vehicle under the influence of 
alcohol or narcotics at the time of the accident? 

g. Was the accident due directly or indirectly to the fault or negli- 
gence of the driver of the Government motor vehicle? 

k. Was the car which collided with the Government truck proceed- 
ing at a legal and reasonable speed? 

i. Was the civilian car on the proper side of the road? 

j. Was the driver of the civilian car under the influence of alcohol or 
narcotics at the time of the accident? 

k. Was the accident the result, in whole or in part, of the fault or 
negligence of the driver of the civilian motorcar, or of the mechanical 
failure of the civilian car? 
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I . Were the brakes and lights of both vehicles in good condition and 
operating properly at the time of the accident? 

8. The investigation must be formal in character, and must follow 
a certain established mode of procedure, as laid down in AK 850-15. 
Every person concerned should be called upon to testify. Such testi- 
mony should be in the form of a written statement, and this written 
statement must be sworn to before a person competent legally to ad- 
minister oaths in such cases (see A. W. 114). Every such statement 
must show that the person making the statement understands his con- 
stitutional right to decline to testify if such testimony will tend to 
incriminate or degrade him. This can best be made clear by reading 
A. W. 24 to each witness, before he offers his testimony. 

9. The investigating officer should in all cases secure from a compe- 
tent person an estimate of the cost of repairs to the Government motor 
vehicle. In this case, the most logical person to make this estimate is 
the motor transport officer, who operates the division motor repair 
shop. 

10. Having examined the testimony of all pertinent witnesses, the 
investigating officer must then reach, independently, his findings of 
fact. These must be set forth clearly and concisely, and must be sup- 
ported by the preponderance of the evidence. He must then make his 
recommendations, and such recommendations should, in all cases, be 
consistent with the findings of fact, which in turn are based on the 
evidence. In any case in which the recommendations are not consist- 
ent with the facts, such discrepancy should be fully explained in the 
report of the investigating officer. 

II. The recommendations should be definite as to whether the 
driver of the Government vehicle should be charged with the cost of 
repairs; also, as to whether the driver of the civilian motorcar should 
be called upon to pay for repairs to the Government vehicle. The 
investigating officer should also recommend what action if any should 
be taken by the responsible officer on whose accounts the Government 
motor vehicle is charged ; also, as to whether the Government vehicle 
should be repaired and returned to service. 

12. The line of duty board has to determme only one vital point; 
namely, was or was not Sergeant Martin in line of duty at the time of 
the accident. What questions must govern such determination? 
First, was the sergeant on duty assigned military duty? (In this 
connection, it is not necessary that he be on a regularly assigned military 
mission at the time of the accident. A soldier on duly authorized 
leave of absence is in line of duty if he is not at the time of an accident 
engaged in willful misconduct which is a prime or contributing factor 
to such accident or to the resultant injury.) Was he or was he not 
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under the influence of alcohol or narcotics at the time of the accident? 
If he were drunk, or had he been drinking, the board would be called 
upon to determine whether or not such drinking was or was not a 
contributing cause of the injury, or the accident which brought about 
the injury. In this case, since Sergeant Martin was not driving the 
vehicle, this question is not of immediate concern to the board. 
Next, did Sei^eant Martin, through carelessness or ne^ect, either 
willful or accidental, contribute to or cause the accident which brought 
about the injury? An examination of the board proceedings herewilh 
will answer all of these questions. 

13. The example which is given here, concerning the determination 
of the line of duty status of an injured soldier, has been given in exag- 
gerated detail for the purpose of illustration only. Ordinarily, 
where there is no question of the status of the individual at the time 
of injury or death, the question of line of duty status is determined 
by the oi^nization commander and the surgeon. 

FORT DIX, NEW JERSEY 

July 12, 1942. 

Proceedings of a board of officers which convened at Fort Dix, New Jersey* 
pursuant to paragraph 1, Special Orders No. 38, Hq. 20th Infantry Division, a 
copy of which is attached as Exhibit “A.” 

The board met pursuant to the forgoing order at Fort Dix, N. J., at 1300 on 
July 11, 1942. 

Members present at meeting: 

Major John H. Ranger, 0-445642, 100th Infantry. 

Captain Ralph C. Cheater, 0-4653421, MC. 

let Lt. Rob^ A. Jackson, 0-4765432, 100th Infantry. 

Members absent at each meeting: 

NONE. 

Each member of the board was sworn. 

PURPOSE: To investigate the facts and circumstances leading up to and sur- 
rounding the injury received by Sergeant John L. Martin, 7790114, Company L, 
100th Infantry, on or about July 9, 1942, and to determine the line of duty status 
of the soldier at the time of the accident. 

Sergeant John L. .Martin appeared before the board without counsel. 

The order Appointing the board and the substance of the regulations under 
which it was convened were read aloud by the recorder. Sergeant John L. 
Martin was asked if he desired to challenge any member of the board for cause 
and replied that he did not. 

(In this case it was not considered either desirable or necessary to give advance 
written notification to Sergeant John L. Martin of the fact of the convening of 
the board.) 

Sergeant John L. Martin was questioned in the Station Hospital, Fort Dix, 
where he was receiving medical treatment for his injuries and in his presence, 
Captain Martin C. Woodring, 100th Infantry, Sergeant John L. Martin’s organiza- 
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tion commander, was questioned relative to the purpose of the duty Sergeant 
John L. Martin was engaged in at the time he received his injuries. Sergeant 
John L. Martin was not present at the taking of the testimony of Mr. Willis R. 
Macy, the owner and operator of the automobile involved in the accident, such 
testimony of necessity being secured at Mr. Macy’s place of business. This 
testimony was read to Sergeant John L. Martin and no exception was taken to the 
same. Otherwise, Sergeant John L. Martin was afforded full opportunity to 
cross-examine adverse witnesses, to present evidence in his own behalf, to testify 
in person or submit a written statement, and to submit a brief. 

The board met at the call of the president. Major John H. Ranger, 100th 
Infantry, went to the Station Hospital, and took the testimony of Sergeant John 
L. Martin, 7790114; and in the presence of Sergeant John L. Martin, Captain 
Martin C. Woodring, 1st Lieutenant James A. Kilpatrick, and Private Willie 
D. Killen who had been called as witnesses, were sw;orn and testified. Sergeant 
Martin stated that he did not desire to cross-examine either Captain Martin C. 
Woodring, Lieutenant Kilpatrick, or Private Killen on their testimony. The 
board then proceeded to 462 Elwin Street, Camden, New Jersey, where the testi- 
mony of Mr. Willis R. Macy was taken. Although there was nothing in Mr. 
Macy’s testimony adversely affecting Sergeant Martin, such testimony was 
subsequently read to Sergeant Martin who stated that he did not desire to reply 
to same. 

The circumstances of this matter not requiring the inspection of premises, 
place, or property, the board dispensed with such. 

FINDINGS: 

The board having carefully considered the evidence before it finds — 

1. That Sergeant John L. Martin, 7790114, was injured in an accident involv- 
ing car owned and operated by Mr. Willis R. Macy and Government vehicle, 
truck No. 94487, at about 1600 on the afternoon of 9 July, 1942, at a point on 
Highway No. 130, about 5 miles north of Camden, New Jersey. 

2. That Sergeant John L. Martin, 7790114, was absent from his company area 
and in the cab of Government vehicle, truck No. 94487, as the result of a direct 
order given him by his organization commander at about 1510 on the afternoon 
of 9 July, 1942 and was engaged in carrying out such order at the time he received 
injuries; that Sergeant Martin would not have been away from his company area 
longer than 3 hours except for the occurrence of this accident. 

3. That at the time of the accident Sergeant John L. Martin, 7790114, was not 
under the influence of alcohol or narcotic drugs. 

4. That it is the opinion of the board that the injury suffered by Sergeant John 
L. Martin, 7790114, was incurred in line of duty, and not as a result of his own 
misconduct. 

RECOM MEND ATIONS : 

In view of the above findings the board recommends — 

1. That the determination of the status of Sergeant John L. Martin, 7790114, 
as concerns his injury, be that same was incurred in line of duty and not as a result 
of his own misconduct. 
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The board adjourned at 1715 on July 11, 1942. 

/s/ John H, Ranger 
John H. Ranger, 
Major, 100th Infantry, 
(President). 

/s/ Ralph C. Chester 
Ralph C. Chester, 

Capt., MC, 

(Member). /s/ Robert A. Jackson 

Robert A. Jackson, 

1st Lt., 100th Infantry, 
(Recorder). 

Exhibit A — Order appointing Board. 

Exhibit B — Testimony of Sergeant John L. Martin, 100th Infantry. 

Exhibit C — Testimony of Captain Martin C. Woodring, 100th Infantry. 
Exhibit D — Testimony of 1st Lt. James A. Kilpatrick, MC. 

Exhibit £ — ^Testimony of Mr. Willis R. Macy. 

Exhibit F — Testimony of Private Willie D. Killen, 100th Infantry. 

ACTION BY CONVENING AUTHORITY: 



HEADQUARTERS 100th INFANTRY DIVISION 
Fort Dix, New Jersey 



EXTRACT 



July 10, 1942. 



SPECIAL ORDERS 
No. 38 



1. Under the provisions of AR 345-416, a board of officers is appointed to meet 
at this station at the call of the senior member thereof, for the purpose of investi- 
gating the facts and circumstances leading up to and surrounding the injury re- 
ceived by Sergeant John L. Martin, 7790114, 100th Infantry, on or about July 9, 
1942, and to determine the line of duty status of the soldier at the time of the 
accident. The proceedings of the board, and its report, together with all exhibits, 
will be in accordance with the provisions of AR 420-5. 



Detail for the board 

Major JOHN H. RANGER, 0-445652, 100th Infantry. 

Captain RALPH C. CHESTER, 0-4653421, MC. 

1st Lieut. ROBERT A. JACKSON, 0-4765432, 100th Infantry. 

The junior member of the board, other than the medical officer, will act as 
recorder. 



* * * 
By command of Major General DOE: 



Official: 



Digitized by 




RICHARD ROE, 

Colonel, General Staff Corps, 
Chief of Staff. 

HENRY A. ADAMS, 

Lieutenant Colonel, Adjutant General’s Department, 
Adjutant General. 
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Testimony of Sergeant John L. Martin, 7790114, 100th Infantry. 

Having read A. W. 24 and had his rights thereunder explained to him, Ser- 
geant John L. Martin, 7790114, 100th Infantry, deposed as follows: 

My name is Sergeant John L. Martin, 7790114, Company L, 100th Infantry, 
and I am now in the Station Hospital, Fort Dix, where I am receiving medical 
treatment for injuries which I received as the result of a collision between Govern- 
ment vehicle, truck No. 94487, and an automobile owned and operated by a* 
civilian named Mr. Willis R. Macy, which occurred at about 1600, July 9, 1942, 
on Highway No. 130, at a point about 5 miles north of Camden, New Jersey. 

I had left my company area about 1515, July 9, 1942, as directed by my com- 
manding officer. Captain Martin C. Woodring, in truck No. 94487, driven by 
Pvt. Willie Killen, the regular driver of the truck, who is a qualified driver. I 
had been directed to proceed to Camden and secure some supplies there and return 
them to the company. While proceeding south on Highway No. 130 at a speed 
of about 30 miles per hour, I first noticed a car coming north on the highway, as 
it approached our truck. The car appeared to be moving at a moderate rate of 
speed. As it came closer, it seemed suddenly to swerve over on our side of the 
road. I heard Pvt. Killen say ‘‘Look out’’ and he turned the truck toward the 
ditch in order to keep us from getting hit. We were over on our side of the road, 
and the truck went into the ditch, and the car hit our rear left fender. I got my 
head cut on the side where I hit the side of the cab and strained my back. 

It wasn’t our fault; and after I had come to, I heard the driver of the civilian 
car, whose name I learned was Mr. Macy, tell me and the driver. Pvt. Killen, 
that his steering gear had locked on him and that if Pvt. Killen hadn’t been a good 
driver, both vehicles might have been torn up. As it was, nobody was hurt but 
me and the left fender of the truck dented and the grill and headlight smashed. 
Mr. Macy’s car didn’t seem to be hurt. I was not under the influence of any 
intoxicant, nor had I had a drink. 

Further deponent sayeth not: 

/s/ John L. Martin 

John L. Martin, 7790114. 

Sgt., Co. L, 100th Infantry. 

Sworn to and subscribed before me this 11th day of July, 1942. 

/s/ Robert A. Jackson 
Robert A. Jackson, 

1st Lieutenant, 100th Infantry, 
Recorder. 
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Testimony of Captain Martin C. Woodring, 0-4672423, 100th Infantry. 
Having been read A. W. 24 and had his rights thereunder explained to him, 
Captain Martin C. Woodring, 0-4672423, 100th Infantry, deposed as follows: 
My name is Martin C. Woodring, Captain 100th Infantry, commanding 
Company L, stationed at Fort Dix, N. J. On the afternoon of July 9, 1942, I 
directed Sergeant John L. Martin, 7790114, to take truck No. 94487, with driver, 
.proceed to Camden, pick up certain supplies, and return the supplies to the 
company. Later on that same afternoon I was informed that the truck in which 
Sergeant Martin was riding had been involved in an accident and that Sergeant 
Martin had been injured. Sergeant Martin was engaged in carrying out an ofl5- 
cial order at the time of his injury. 

Further deponent sayeth not: 

/s/ Martin C. Woodring 
Martin C. Woodring, 

Captain, 100th Infantry, 
Commanding Company L. 

Sworn to and subscribed before me this 11th day of July, 1942. 

/s/ Robert A. Jackson 
Robert A. Jackson, 

1st Lieutenant, 100th Infantry, 
Recorder. 



Exhibit '‘C’' 



Testimony of 1st Lieutenant James A. Kilpatrick, 0-4768522, MC. 

Having been read A. W. 24 and had his rights thereunder explained to him, 
1st Lieutenant James A. Kilpatrick, 0-4768522, MC, deposed as follows: 

My name is James A. Kilpatrick, 1st Lieutenant, Medical Corps, stationed at 
Post Hospital, Fort Dix, N. J. On the 9th day of July, 1942, I was on duty in the 
Post Hospital. At about 1700 on that day I was called to see a soldier who had 
been admitted for treatment of injuries said to have been occasioned by a motor 
vehicle accident. The soldier^s name, I learned, was Sergeant John L. Martin, 
7790114, Company L, 100th Infantry. I examined ]him and found him to be suf- 
fering from shock and to have a sprained right wrist and a lacerated cut on tem- 
plar region of head about 20 mm in length, and he complained of severe pains in his 
back. There was no evidence of any intoxication. 

Further deponent sayeth not: 

/s/ James A. Kilpatrick 
James A. Kilpatrick, 

1st Lieutenant, MC. 



Sworn to and subscribed before me this 11th day of July, 1942. 

/s/ Robert A. Jackson 
Robert A. Jackson, 

1st Lieutenant, 100th Infantry, 
Recorder. 
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Testimony of Mr. Willis R. Macy. 

Having been read A. W. 24 and had his rights thereunder explained to him, 
Mr. Willis R. Macy deposed as follows: 

My name is Willis R. Macy, a contractor, and I reside at 462 Elwin Street, 
Camden, New Jersey. On the afternoon of July 9, 1942, at about 1610 while 
driving north on Highway No. 130, and at a point about 5 miles north of Camden, 
the steering gear on the automobile I was driving apparently locked and caused 
my car to swerve over toward an approaching Army truck. The driver of this 
truck, by quick thinking, averted what could have been a serious accident. I am 
sorry Sergeant Martin, who was riding in the truck, got hurt. The accident was 
not the fault of the driver of the Army truck. I was not hurt nor was my car 
damaged by the accident. I was not under the influence of intoxicants nor did 
either one of the soldiers appear to be. I helped take Sergeant Martin out of 
the truck and had he been drinking I could have detected the odor. I do not 
hold the Army to have been responsible for the accident and am thankful that 
Sergeant Martin is not seriously injured. I do not intend to make a claim against 
the Government. 

Further deponent sayeth not: 

/s/ Willis R. Macy 
Willis R. Macy, 

462 Elwin Street, Camden, N. J. 



Sworn to and subscribed before me this 11th day of July, 1942. 

/s/ Robert A. Jackson 
Robert A. Jackson, 

1st Lieutenant, 100th Infantry, 
Recorder. 
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Testimony of Private Willie D. Killen, 8442724, 100th Infantry. 

Having been read A. W. 24 and had his rights thereunder explained to him, 
Private Willie D. Killen, 8442724, 100th Infantry, deposed as follows: 

My name is Private Willie D. Killen, 8442724, Company L, 100th Infantry, 
and I am the regndar driver of Government vehicle, truck No. 94487. On the 
afternoon of July 9, 1942, at about 1515, Sergeant John L. Martin told me that 
the captain had directed him and me to go to Camden and pick up some supplies. 
We left the company area and started out. When we got up the road on Highway 
No. 130, about 5 miles north of Camden, I saw a car approaching us from the 
south. We were making about 30 miles an hour, and the civilism car didn’t seem 
to be going very fast. When the oar got close to us, it looked like it pulled over 
and tried to hit us. I hollered to Sergeant Martin to look out and pulled over 
toward the ditch. We got out of the way, and the car just scraped our left rear 
fender. Sergeant Martin got his head cut and back hurt. The driver of the 
civilian car, Mr. MsMsy, he said his name was, told us it wasn’t our fault, and that 
his steering gear must have locked. He said I did some good driving. We got 
a smashed headlight and cracked radiator grill and bent-out back rear fender. 
Sergeant Martin told me to go on to Camden and get the supplies before I took 
him to the hospital, and I did. 

I hadn’t been drinking; and so far as I know, neither had Sergeant Martin. 
The accident happened about 1600, July 9, 1942. 

Further deponent sayeth not: 

/s/ WUlie D. KiUen 

WiUie D. Killen, 8442724, 

Pvt., Co. L, 100th Infantry. 



Sworn to and subscribed before me this 11th day of July, 1942. 

/s/ Robert A. Jackson 
Robert A. Jackson, 

1st Lieutenant, 100th Infantry, 
Recorder. 
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Appendix VIII 
COURTS MARTIAL 

1 . The regimental adjutant and organization commander usually 
will be concerned with only two of the three kinds of courts martial 
provided under the United States system of military jurisdiction, that 
is, summary courts martial and special courts martial. 

2. a. One of the first appointments to be made in a newly activated 
or organized regiment or separate battalion is that of a summary court 
martial. A summary court martial is one officer, preferably of field 
grade. The appointment is made under authority of A. W. 10 and 
is usually made by special order or by a paragraph in a day's special 
order. The jurisdiction of a summary court is prescribed in A. W. 14. 
This Article of War covers the purely judicial functions of the court. 
In addition to purely judicial duties, he has also certain notarial duties, 
such as administering oaths in connection with military administration, 
and as temporary custodian and inventory officer of the effects of de- 
ceased persons in the military service. In his judicial capacity, a 
summary court martial may not adjudge confinement in excess of 
1 month, restriction to limits for more than 3 months, or forfeiture 
or detention of pay of more than two-thirds of 1 month’s pay. 

h. In the execution of his office as summary court martial, the 
officer so detailed is empowered to summon witnesses and to cause 
accused persons to.be brought before him, when the charges in such 
cases have been properly referred to him. A regimental summary 
court should designate a definite time each day when he will hear cases 
referred to him; he should conduct such hearings in a judicial and 
dignified manner, without bias or prejudice. Every case referred to 
him should receive prompt attention, and the accused should be 
brought to trial at the earliest possible date after the charges have 
been referred to the summary court. The record should be completed 
as soon as possible after the trial and submitted to the appointing 
authority for review and approval or disapproval. The approved 
findings and sentences of summary courts martial are not announced 
in orders, but are placed on the charge sheet itself. 

3. Special courts may be appointed by the regimental commander 
under the provisions of A. W. 9. A special court martial may consist 
of any number of officers, not less than three. The usual practice 
is to appoint five officers on a special court martial. In addition to 
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the five members of the court, a trial judge advocate and a defense 
counsel will be appointed for each special court martial. An assistant 
trial judge advocate and an assistant defense counsel may also be 
appointed, in the discretion of the appointing authority. Special 
courts martial are appointed in special orders. Their approved find- 
ings and sentences are announced in special courts martial orders, 
which are numbered serially in each calendar year. Special courts 
martial shall have power to try any person subject to military law for 
any offense or crime not capital, and which is made punishable under 
the Articles of War. The President, by regulation, may exempt from 
trial by special courts martial any class or classes of persons subject to 
military law. Under this provision, conomissioned officers may not 
be tried by special court martial. Special courts martial will not have 
power to adjudge punishment for more than 6 months nor to adjudge 
forfeiture of more than two-thirds pay per month for a period exceed- 
ing 6 months. 

4. Before preparing an order appointing either a summary comt 
martial or a special court martial, the adjutant should carefully study 
the Articles of War governing such appointments, and the jurisdiction 
and procedures of the several courts, as set forth in the Manual for 
Courts Martial, U. S. Army, 1928. Every summary court martial 
and the trial judge advocate and defense counsel of each special courts 
martial should be furnished with a copy of the Manual for Courts 
Martial, U. S. Army, 1928, and the latest edition of the Digest of 
Opinions of the Judge Advocate General. 

6. In a regiment which does not have a staff judge advocate, the 
adjutant should act in that capacity for his commanding officer. He 
should examine all charges preferred against any member of the 
command, first for the accuracy of the administrative detail as evi- 
denced by the manner in which the form is executed; second, for the 
technical correctness of the charges; that is, whether or not the pre- 
scribed forms are followed in stating the charges and specifications; 
whether or not the offense alleged does or does not constitute an 
offense under the Article of War the violation of which is alleged. 
Before submitting any set of charges to his commanding officer with a 
recommendation as to the action to be taken, the adjutant should 
make a careful study of the Article, or Articles, of War alleged to have 
been violated. He should study the specification to assure himself 
that every essential element constituting the offense chained has been 
set forth in the allegations. He should study the Table of Maximum 
Punishments as shown in paragraph 104 of the Manual for Courts 
Martial, U. S. Army, 1928, and should be prepared to recommend 



Digitized by 




434 



Original from 

UNIVERSITY OF CALIFORNIA 




TM 12-250 

ADMINISTRATION 

what kind of court martial should try the case, whether a summary 
court martial or a special court martial. Before charges are referred 
to a special court martial for trial they should be investigated by a 
disinterested ofl&cer, as provided in paragraph 35, Manual for Courts 
Martial, U. S. Army, 1928. 

6. a. Wlien the record of a trial by summary court martial or special 
court martial is received for submission to the regimental commander 
as the convening authority, the adjutant should study the record care- 
fully, with a copy of the Manual for Courts Martial, U. S. Army, 1928, 
at hand, checking each point against the pertinent paragraphs of the 
manual, in order that he may be able to inform his commander wuth 
accuracy as to whether or not the record is in order, whether all require- 
ments of the manual covering procedure, records, and actions by the 
court have been complied with. He should also be prepared to recom- 
mend to the convening authority approval, disapproval, or modifica- 
tion of the findings and sentence. Such recommendations should be 
supported by the proper references to the Manual for Courts Martial, 
U. S. Army, 1928, or other War Department directives. 

6. The Manual for Courts Martial, U. S. Army, 1928, is both a text 
and a reference book; it should be carefully studied by all ofiicers as a 
matter of course, but particularly by an adjutant who must act as a 
staff judge advocate for his commander. Not only is knowledge of the 
Manual for Courts Martial, U. S. Army, 1928, essential in handling the 
administrative phases of courts-martial procedure and records; it is 
also of great value in handling the many general administrative 
problems which come before any adjutant. 
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cnraxTB nptbinq abovi this like) 

ohargie: aHccT 

, J.JnIy , 

(Plsc«) (Date) 

Nome, etc., of accused .... liliay.»-iadMuil J^,....J 07 ii 6 l 66 ^.JEi±rato,..CoBpw I.»..lQ 0 ttx 

(<iir« hft OABW, flnt nsnM, «»d mMdJt iBltUl in that ordar toUo««d by Mriaf munbar, irada. company, raclmcnt, biaadi or by 



other approprloU daoerlptlon ct a oc uoad. Alias namaa, ate, to follow is aama manner) 

Age ...27 Pay, $..S 0 a 0 Q per month. Allotments to dependents, $ tfODfll per month. 

(Baaa p«y pins pay for lancu of aarrioa) 

OoTemment Insurance deduction, I.. JU* 5 . . per month. 

Data as to service: Wq prW amrxrlcm^ Currant 

(As to each termlnalad cnlistmaDt, yirs tsdudlnf dataa of sarrioa and organisatioo Is whkb aarrlac at tarmiaatioa. As to comnt 

Aijgf..ftf.IMtflA.StAtga.ltor..duratAon..pIua-.alx.X 6 ).,»Qatha|..aiwlgi¥wijfaOL.Cc^^ 

anllftomot, flva tba initial data and tha tern tbetaof. Oira timUar data as to acrrlea not nadcr an esUstmaot) 

K!Q$h.Jnfsiitixy..Am.. 2 «u.lS 

Data as to witnesses, etc.: 

(Olva namaa, addrasMs, and nota If for aecnasd. List documanUty avManoa and noU wbamaadi Itam thamof may baiaand) 

r«x.iXfliWfiitUfliat 

]^jk.iftiaMnt..G!d^.jRn>jiskj..C 9 ^..l<,..],QQt^.Xiifaidx 74 L.J^ 










D»ta as to restraint of accused: SxrastL.iiltUn..cfinfinas..a£.re8imntAL.axaa,-ihUy..I',..lSii2, 

(Otva daU, pboa, and initial data of any taatinlnt of aocoaad) 

lQ^J[n£Siiia7..iuam*.X«^ 

W.D-t A.a.O.VonnNo.lU ^ 



Digitized by 




Original from j 

UNIVERSITY OF CALIFORNIA j 



436 




TM 12-250 

ADMINISTRATION 

Chaboe : Violation of the Article of War. * ^ 

Speeificaium t In that Private Midiael Kelsfjr* Company L, 100th InflnxtTy, did, 
vdthiottt proper leave, absent himself from Ms post and duties at 
Coiq>any L# 100th Infantry, Fort Dix, N« tram about 5th$ A* U»p 
JMy X» to About 6t00 P« IL, July 2, 



(Additional sheets, If neceesaryv for ehaises and specifications will be attached here. Ordinary 8 by 121^^ inch paper will be 

used for additional sheets.) 

( 2 ) 

WRITE NOTHINO BELOW THIS LINE 
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(WRITS NOTHINO ABOVE THIS LINE) 



(SiffDAturB of BcooMr) 

MARTor c. wcmim, 

nAAAIk ^ -A___ « V 



(Ond*. otfuMko, «r bnncb) 



AFFIDAVIT 



Before me, the imdersigned, authorized by law to administer oaths in oases of this character, personally 



appeared the above-named accuser this .— 3Pd day of , 19 and 

made oath that he is a person subject to miKtaiy law and that he personally signed the foregoing charges 
and specifications, and further that he* ^ ^rin 



gpdlctte bjr spsdSeatioo aad ebasfB mnnbsrO 



*has investigated the matters set 



forth in specification -o£-tlie.-chargg. » and that the same 

br MBd cba^ Bnmbm) 

are true in fact, to the best of his knowledge 



(Signature) 

S^mMXTJisgJorijt 

(OSidal dMractar. at taounarr etort, aoUry pnUl^ tic.) 

Norza — At (*) strike out worde not applicable. 

If the accuser has personal knowledge of the facts stated in one or more spedfieations or parte thereof, and his 
knowledge as to other specificati<»s or parte thereof Is derived from inveetigati<m of the facte, the form of the 
oath wiU be varied accordingly. In no ease will be be permitted to state altemativdy, as to any particular 
charge or specification, that he either has personal knowledge or has investigated. 

If the oath is administered by a civil officer having a Seal, hie official aeal ahoold be affixed. 




I«T IND. 



1 19 J 12 . 



He<ulqu»pterB J50^M»ir3r: TSXi^tta^WlLjbaMS. .Juix. 3L 

(PlMi) CDato) 

Referred for trial to J^%..jfilMLA«..IM!HfiQiL.A 

(Onde, BUM, and oreanlislhw ct tsauBuy court. «r trial Jndea adrooate) 

court-martial appointed by paragraph , Special Orders No. ..It , 

(Summary) (Trial JodfeadTocata of special or sumibI) 



Headquarters 



.iuna. 






By .ctEdAK of Colonel .anrATmt 

(Conmaaod or order) (Orada aad aaoM of o 



THOIUS A. DUBOIS, 
Captain, 100th InTaatiy. 



Adjutant. 
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I have Berved a copy hereof on (each of) the above-named accused, this . 
of 19 



. day 



(Signature) 



Trial Judge Advocate. 



(Grade end onsnUetlon) 



(SPACE FOR USE WHERE TRIAL IS BY SUMMARY COURT) 
GAse No. ...2JL 




Entered on service record in cases of conviction 

(Inltlok of pereonnel edjutent} 



«) 

(1TRITE KOTBmO BELOW TBIS LINE) «i-na 
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Appendix IX 



LIST OF FORMS 



Figure No. 

1. Memorandum Receipt (debit and credit) 

2. Individual Clothingand Equipment Record- 

3. Report of Survey 

4. Inventory and Inspection Report 

5. Daily Ration Strength Return 

6. Voucher No. 3 to Company Fund (paid)-- 

7. Voucher to Company Fund (received) 

8. T/0 7-17 Infantry Rifle Co. 

9. Noncommissioned Officer's Warrant 

10. Company Morning Report 

11. Daily Sick Report 

12. Duty Roster 

13. Organization of an Adjutant^s Office 

14. T/0 7-11 Infantry Regiment 

15. T/0 7-13 Infantry Company, Service, 

Regiment, Rifle 

16. Floor plan of regimental headquarters in 

“type’' building 

17. Report of Change 

18. Initial Roster 

19. Receiving Record Sheet 

20. Informal Action Sheet 

21. Officer’s Assignment Chart 

22. Abstract of Morning Report 

23. Monthly Personnel Roster 

24. Application for Family Allowances 

26. Authorization for Allotment of Pay 

26. Notification of Discontinuance of Allot- 

ment 

27. Pay Roll 

28. Statement of Charges 

29. Certificate of Service 

30. Final Statement 

31. Replacement Card 

32. Locator Card 

33. Officer Status Card 

34. Officer’s and Warrant Officer’s Qualification 

Card 

35. Efficiency Report 

36. Report of entry on active duty 

37. Pay and Allowance Account 

38. Officer’s Pay Data Card 

39. Mileage Voucher 

40. Clearance sheet 



Q. M. C. Form No. 487. 

W. D., A. G. O. Form No. 32. 
W. D., A. G. O. Form No. 15. 
W. D., I. G. D. Form No. 1. 
(Not a standardized form.) 
(Not a standardized form.) 
(Not a standardized form.) 

W. D., A. G. O, Form No. 68. 
W. D., A. G. O. Form No. 1. 
W. D., A. G. O. Form No. 5. 
W. D., A. G. 0. Form No. 6. 
(Not a standardized form.) 



W. D., A. G. O. Form No. 303. 
W. D., A. G. O. Form No. 309. 



W. D., A. G. O. Form No. 306A. 
W. D., A. G. O. Form No. 625. 
W. D., A. G. O. Form No. 29. 

W. D., A. G. O. Form No. 30. 
War Department Forms Nos. 366, 
366a, and 366b. 

W. D., A. G. O. Form No. 36. 
W. D., A. G. O. Form No. 280. 
War Department Form No. 370. 
W. D., A. G. O. Form No. 20-1. 
W. D., A. G. O. Form No. 304A. 



W. D., A. G. O. Form No. 66-1. 
W. D., A. G. O. Form No. 67. 

War Department Form No. 336. 
W. D., A. G. O. Form No. 77. 
Standard Form No. 1071. 
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Figure No. 

41. Consolidated morning report 

42. Report of Change W. D., A. G. O, Form No. 303. 

43. Order to Report for Induction D. S. S. Form No. 150. 

44. Report of Physical Examination and 

Induction D. S. S. Form No. 221. 

45. F. B. I. fingerprint card 

46. Service Record W. D., A. G. 0. Form No. 24. 

47. Soldier's Qualification Card W. D., A. G. O. Form No. 20. 

48. Furlough W. D., A. G. O. Form No. 31. 

49. Notification of Discontinuance of Allot- 

ment W. D., A. G. O. Form No. 30. 

50. Certificate of Disability for Discharge W. D., A. G. O. Form No. 40. 

51. Extract from Service Record W. D., A. G. O. Form No. 25. 

62. Honorable Discharge W. D., A. G. O. Form No. 55. 

63. WAAC Service Record W. D., A. G. O. Form No. 724. 
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Abbreviations: Paragraph 

Duty roster 106 

General and special orders 435 465 

Absence without leave: 



Definition 306 

In service record 234 

Pay roll entry 276, 304 

Property of enlisted man 304 

Accident investigations App. VI 

Accountability, Table of Basic Allowances clothing or equip- 
ment, after issue 12 

Action sheet, informal 190 

Activation: 

Initial roster 180 

Of regiment 178 

Order announcing 178 

Report of change 180 

Typical days during 182 

Active duty. Reserve officers: 

Date of rank, when ordered to 380 

Leave 378 

Orders to, travel 377 

Pay 379 

Physical defects affecting 376 

Promotion 383 

Report of entry on 384 

Requirements 376 

Adjutant: 

Attitudes 1 18-130 

Assistant 130 

Duties 139, 196 

Organization 143 

Responsibilities 132-138 

Admi nist ration : 



Functions of adjutant : 511, 512, 515 

Infield 511-539 

Small unit 207 

Administrative operation: 

Activation 178 

Communications 185-192 

Initial roster 180 

Office equipment 177 

Orders 178 

Phases 185 

Policies 186 

Preactivation 186 

Report of change 180 

Typical days 192, 193 
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297 

231 
171 
214, 230 
230 
407 



9 

125 

119 

117 

117 

119 

122 

268 

268 

268 

268 

267 

269 

271 

267 

83 

87 

92 

93 

88 

365, 366 
365 
156 

117 
122 
119 
113 
117 
122 
123 
123 
119 
127, 129 
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Paragraph Page 

Administrative, remarks, in service record 243 179 

Allowances: 

Application for dependents' allowance 261 189 

Servicemen's Dependents' Allowance Act of 1942 261 189 

Allotment: 

Authorization for, of pay 263 192 

Discontinuance 263, 506 192, 358 

General 474 332 

How made 263 192 

In service record 237 173 

On pay roll 280 215 

Appointment, in service record 227 167 

Arms, qualification in, records 114, 226 81, 166 

Army Regulations. {See Regulations.) 

Articles of War, notations in service record 224 166 

Assignment: 

Chart 194 141 

In relation to — 

Classification 340 253 

Machine records unit 349, 350 255 

Officers and enlisted men 181, 194 120, 141 

On morning report 478 351 

Original, of enlisted men 230, 478 168, 351 

Awards. {See Citations and awards.) 

Billeting 524,525 368 

Boards: 

Appointment 196 143 

Check list App. V 405 

Proceedings App. VII 423 

Types App. IV 404 

Bulletins: 

Daily 190 125 

General 461, 462 317 

Casualties 516 366 

Citations and awards 521 367 

Classification : 

Basic record 334 248 

Objectives 333 248 

Officer 335, 355, 356 248, 258 

Report of change 336 249 

Clearance, officer's 397 281 

Clothing: 

Expeditious issue 17,18 13,14 

Individual clothing and equipment record 10 8 

Individual clothing slip 20 14 

Table of Basic Allowances, accountability for, after issue 12 9 

Company (rifle): 

Business management 8-59 7 

Classification 68 47 

Clothing record 62 44 

Daily sick report 62 44 
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Company (rifle) — Continued. Paragraph Page 

Equipment 59 42 

Forms required upon activation 57 39 

Individual equipment 65 45 

Morning report 62, 78 44, 57 

Noncommissioned officers 69 49 

Organization 8, 51, 55 7, 36, 39 

Personnel management 53 37 

Personnel records 66 46 

Promotion and reduction within 54 38 

Property — 

Classifications 9 7 

Management, function of company commander 9 7 

Punishment, record 108 80 

Records 61 44 

Structure 52 37 

Supplies 58 42 

Tables of Organization 51 36 

T/0 7-17 57 39 

Confinement. {See Service record.) 

Convenience of the Government, discharge 321 241 

Correspondence file, company {see also Files and Mail) 117 82 

Correspondence, j>ersonnel: 

Authentication 431 . 294 

Check list 433 294 

General - 424 292 

Immediate action 426 292 

Inspection 433 294 

Courts martial App. VIII 433 

Custodial oflScer 9 7 

Customs of the service 195 141 

Deduction, notification of discontinuance 506 358 

Deposits, soldier's 498 355 

Desertion : 

Action by — 

Company commander 307 231 

Unit personnel officer 308 232 

Allotments 308 232 

Definition 306 231 

Entry in service record 234 171 

Investigation 305 231 

Morning report entry 307 231 

Statement of charges 307 231 

Supplemental pay roll 308 232 

Disability discharge 317, 507 230, 238 

Discharge : 

Administrative procedure 324, 325 241, 244 

Disability 317,507 236,358 

Equipment retained by enlisted man 324 241 

For convenience of the Government 321 241 

Honorable 324 241 
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Discharge — Ckmtlnued. Paragiapb 

Inaptness 818 

Initiation of CDD 607 

Minority 320 

Moral turpitude 819 

Reasons 311 

Entry in service record 324 

Transfer 316 

Transfer for 507 

Types 312 

WAAC 664-666 

Who authorized to order 314 

Discipline (see also WAAC) 110-124 

Discontinuance of allotment of pay 263 

Discontinuance of deduction, notification of 606 

Drugs or alcoholic liquor, intemperate use 234 

Duty roster 98 

Efliciency reports: 

Abbreviated 360 

General, oflBcers’ 360 

Purpose 362 

When rendered 360-364 

Enlisted 201 files 341-346 

Enlistment: 

Allowance 266 

Record 220 

Equipment: 

Acknowledgment of receipt of issue 10 

Additional issue 10 

Expeditious issue 17, 18 

Individual enlisted men on transfer 11 

Initial issue 10 

Listing of, on tranter of enlisted men 11 

Procurement of, post, camp, or station 10 

Responsibility of company commander 10 

Tables of Basic Allowances, accountability of, after issue. 11 

Executive officer 122 

Expendable property 14 

FBI card 468 

Field administration 511-639 

Files: 

Enlisted 201 341-346 

Locator card 347-350 

Officers' 201. 351-363 

Final statements 326-331 

Financial remarks, pay reservation 242 

Fingerprint, FBI card 468 

Foreign service 231 

Fraudulent enlistment, affecting pay and allowances 266 
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368 

239 

239 

234 
241 
236 
368 

235 
377 
235 

83 
192 
368 
171 

72 

262 

262 

262 

262 

263 

187 

163 

8 

8 

13, 14 
8 
8 
8 
8 
8 
8 

84 
10 

322 

366 

263 

266 

257 

246 

177 

322 

169 

196 
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Funds (company): Paragraph 

Accounting procedures 49 

Agent officer 39 

Classes 39 

Composition 44 

Control 45 

Custodian 40 

Designation 43 

Disbursements 42 

Inspection 50 

Other 42 

Pay rolls 41 

Ration savings 42 

Responsibility 46 

Vouchers 49 

Furlough: 

Application ' 231 

Computing time of absence 231 

Granted 495 



General orders. (See Orders, general and special.) 



Government insurance 238, 243 

Gratuities 260 



Headquarters, regimental: 

Classification subsection 144 

Clerks 154 

Correspondence subsection 144 

Miscellaneous subsection 144 

Officers subsection 144 

Organization 139-142 

Postal subsection 144 

Reports and returns subsection 144 

Tables of Organization 143 

Unit personnel section 144 

Honors and awards, additional pay (see also Service record) . - - 252 

Illness. (See Injury, away from post; Sick report, daily.) 

Immunization, records 219 

Inaptness, discharge 318 

Individual clothing and equipment record 10 

Indorsements: 

In service record 244 

Final 508 



Induction : 

Address, mail, at 474 

Articles of War 474 

Assignment 474 

Classification 474 

FBI cards 468 

Inoculation 474 

Insurance 474 

Order to report 467 
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26 

26 

29 
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26 

29 
28 
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28 
26 
28 

30 
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169 

169 

354 

175, 179 
188 
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96 

93 

93 

93 

92 

93 
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185 

162 

237 

8 

179 

359 

332 

332 

332 

332 

322 

332 

332 

319 
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Induction — Continued. Paragraph Page 

Pay for date of 470 323 

Physical examination 467-470 319 

Processing 474 332 

Questionnaire before 467 319 

Record 218 161 

Registering for 467 319 

Release from active duty after 470 323 

Report for 467 319 

Service record 469 322 

Sex morality lecture 474 332 

Vaccination 474 . 332 

Informal action sheet 189 125 

Initials 246 182 

Injury, away from post 96 71 

Inoculation 484, 485 352 

Insurance, at time of induction *_ 474 332 

Inventory and inspection report 16, 26 11, 20 

Inventory, physical property 22 14 

Investigations: 

Accident App. VI 407 

Report of, and board proceedings App. VII 423 

Letters, personnel. {See Correspondence, personnel.) 

Liability, relief from pecuniary 22 14 

List of forms App. IX 440 

Locator cards 347, 205, 418 255, 

163, 288 

Files 347-350 255 

Officers' 394 279 

Machine records unit: 

General 419,420 288 

Special reports from 420 288 

Mail (regimental): 

Action sheet 190 125 

Absentees without leave and deserters 423 290 

Classified 187, 198 125, 146 

Clerks 423 290 

Confidential 198 146 

Distribution, method 422 289 

Forwarding 423 290 

Locator cards 423 290 

Method of handling classified 190 125 

Method of obtaining 422 289 

Receiving record sheet 187 125 

Roster 423 290 

Secret 198 146 

Sending 422 289 

Maneuvers, administration on 511-539 365 

Memorandum receipt: 

General 9, 10 7, 8 

Signatures 10 8 
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Paragraph 

Memoranda 461 

Mess — 

Management: 

Equipment 30 

Objectives j 28 

Personnel 29 

Men authorized to, separately 258 

Organization of officers. {See Officers: Mess, organiza- 
tion.) 

Military publications. ' {See Publications, military.) 

Military records — service record 210-245 

Minority, discharge because of 320 

Monthly rosters. {See Rosters: Monthly.) 

Moral turpitude, discharge because of 319 

Morale: 

Administrative group 209 

General 520 

Morality, sex 225 

Morning report: 

Abstract 203 

Consolidated _ 402 

General 77-82,203,398-403 

Remarks 83-87 

Strength section 82-87 

N oncitizens 243 

Noncommissioned officers: 

Appointment 227 

Duties 69-73 

Promotion 227 

Reduction 227 

N onexpendable property, definition 14 

Office equipment 177 

Officers: 

Clearance 397 

Locator cards 394 

Mess, organization App. Ill 

Mileage voucher 386-392 

Pay data card 391 

Pay voucher 386-391 

Qualification card 355, 356 

Roster J 395 

Signature card 391 

Statement of account, transcript 391 

Status card 357, 358 

Supply. {See Supply officer.) 

201 files 351-353 

Officers, staff: 

Attitudes 118-122 

Responsibilities 1 18-122 

489313 42 29 . 449 
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179 
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167 
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10 

113 

281 
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262 

276 

276 

268, 262 
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Orders, general and special: Paragraph Page 

Assignment 449 302 

Authentication 442,464 299,317 

Boards of officers 436 297 

Confidential or secret 457 316 

Confirmatory -• 456 315 

Courts martial 459 . 316 

Definition - 435 297 

Enlisted men 454 313 

Examples • 444, 445 299, 301 

Extracts, true co{ ies ^ 455 314 

Original j urisdiction 449 302 

Parts of 437 298 

Procurement authorities 450 303 

Special, new form 444 299 

Transportation of household goods 452 312 

Travel 448 302 

Organizations to which attached 229 168 

Parachute and flying duty, additional pay 252 185 

Partial payment, when made 267 201 

Pay: 

Data card, officers 391 276 

Pay and allowance account 387 271 

Reservation 242 177 

Record, individual - 41 26 

Stoppages 266,494 196,354 

WAAC 582-584 382 

Pay and allowances (enlisted men) : 

Additional pay and allowance 252 185 

Allotments 263 192 

Allowances 261 189 

Authorization for allotment of pay.’ 263 192 

Authorized to mess separately 258 168 

Commutation of quarters 257 188 

Commutation of rations 259 - 188 

Deposits 265 196 

Enlistment allowance 255 187 

Forfeitures 266 1^® 

Fraudulent enlistment, affecting 266 195 

Gratuities 260 188 

How paid 250 184 

Individual payment 250 184 

In lieu of rations and quarters 256 187 

Partial payment 250, 267 184, 201 

Pay Readjustment Act of 1942 251 184 

Rates of pay 251 184 

Statutory deductions 264 195 

Stoppages 266 196 

Travel 254 187 

Unauthorized absences affecting 266 196 

When paid 249 183 
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Pay Readjustment Act of 1942 

Pay rolls 

Agent officers 

Allotments 

Army Regulations concerning _• 

Absent without leave 

Changes 

Check list 

Components 

Description 

Deserters^ 

How accomplished 

Payment 

Remarks 

Signatures 

Witnessing officer 

Vouchers. {See Vouchers.) 

Personnel officer, unit: 

Efficiency reports 

General 

Service record responsibility 

Personnel section: 

General 

In combat 

Purpose 

Rations 

Responsibility 

Physical examination and induction 

Policy file 

Postal subsection 

Preactivation, administrative operation * 

Prisoners of war 

Processing procedure: 

Activation, company 

Induction 

Promotion : 

Service record entry 

Reserve officers 

Property : 

Acknowledgment of receipt of issue 

Classes of, general 

Disposition of W. D., A. G. O. Form No. 35 for 

Expendable! 

Form required for issuance to organization 

Inventory of physical 

Issue of Table of Basic Allowances 

Listing of, on transfer of enlisted man 

Nonexpendable, definition 

On transfer of enlisted man 

Preparation of report of survey 



Paragraph Pago 

251 184 

271 205 

286 220 

280 215 

270 204 

276 214 

41 26 

282 217 

274 213 

272 212 

275 213 

41, 272, 273-287 26, 212 

___ 41,287,288 26,221 

281 217 

284 220 

41 26 



366, 369-371 263, 266 

200 150 

213 159 

___ 200-209 150 

__ 528-539 369 

201 150 

532 370 

531 370 

468 322 

197 145 

___ '421-423 289 

186 123 

519 367 



_ 64, 65 45 

466, 468 319, 322 



227 167 

373-384 267 

10 8 

13 9 

12 9 

14 10 

15 10 

22 14 

10 8 

11 8 

13 9 

- 302 229 

23 15 
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Property — Continued. Paragraph Page 

Preparation of W. D., A. G. O. Form No. 35 12 9 

Procedure in assuming responsibility for 22 14 

Procurement of, post, camp, or station 10 8 

Responsibility of company commander for 10 8 

Safekeeping of, not issued “ 21 14 

Signatures of W. D., A. G. O. Form No. 35 12 9 

Table of Basic Allowances, classifications 9 7 

When officer or enlisted man not pecuniarily liable for 13 9 

Property book, company, contents 11 8 

Publications, military App. II 397 

Punishment, company, record 108 80 

Qualification in arms, record 1 114, 226 81, 166 

Qualification card (see also Classification) : 

Custody 203 151 

General 332-340 248 

Officers' 204 153 

On transfer 337 249 

On detached service 338 249 

Soldier's 203, 334 151, 248 

Quarters : 

Billeting 524,525 368 

Commutation of 257 188 

Ration (s) 

Commutation of 259 188 

Computation of 85-87 64 

Daily ration strength return 38 23 

Daily stock record report-- 38 23 

Definition 31 21 

Duplicate sales slip 38 23 

Estimates 415 287 

Figuring 83-87 58 

General 532 370 

Kinds 32 22 

Method of issue 35 23 

Monthly statement of mess accounts 38 23 

Pay in lieu of 256 187 

Returns 408-415 285 

Receiving record sheet 187 125 

Reclassification 501 355 

Reduction of enlisted men 227 167 

Regimental headquarters, floor plan 177 113 

Regulations, directives. Army: 

Use 161-172 105 

Base numbers App. I 395 

Replacements: 

Card 338 249 

Requisition for 516 366 

Report of change 203, 404-407 151, 283 

Reports and returns 398-423 282 
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Reports of survey: Paragraph 

Check list in preparation 23 

Distribution 24 

General 199 

Preparation 23 

When appropriate 13 

Reserve officer, active duty. (See Active duty, Reserve officers.) 
Responsibility : 

Of enlisted man — 

For property issued to him 11 

Method of enforcing 13 

Report of survey to determine ^ 13 

Statement of charges to determine , 13 • 

Returns. (See Reports and returns.) 

Roster, duty: 

Abbreviations used 106 

Description 98-102 

Procedure 103, 104 

Rules, general 105 

Rosters : 



Initial 180 

Monthly 206,416-420 

Officers 395,396 

Savings, enlisted men 265 

Service record: 

Additional data 213 

Allotments 237 

Appointment, promotion, and reduction 227 

Articles of War 224 

AWOL entry. 203 

Blood type 219 

Deposits 239 

Enlistment record 220 

Entries, how made 213 

Erroneous entry 213 

Extract from 324 

Foreign service 232 

Furloughs 231 

General 469, 471 

Government insurance 238 

Indorsements 244, 245 

Induction record 218 

Initials 246 

Medals, citations, and decorations 233 

Miscellaneous 247 

Military qualifications 222 

Original assignment 230 

Pay detained by courts martial 240 

Prior service entry 221 

Qualification in arms - 226 
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154, 287 
279 
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159 
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Service record — Continued. 



Record of — Paragraph Page 

Immunization 219 162 

Trial by court martial 236 173 

. Remarks — 

Administrative 243 179 

Financial 242 177 

Service record 469 322 

Sex morality entry 225 166 

Special duty entry 223 165 

Specialist rating •_ 228 168 

Temporary 213 159 

Time lost 234,235 171,172 

When opened j 214. 216 160, 161 

Servicemen’s Dependents’ Allowance Act of 1942 '261 189 

Sick report, daily: 

General- 504,507 358 

Misconduct, sickness result of 91' 70 

Procedure in making. 90, 91 68, 70 

Venereal disease 90, 91 68, 70 

Soldiers’ Home deduction 264 195 



Special duty: 

General 223 

Relief from 491,495 

Special reports 420 

Specialist ratings 228 



Statement of charges: 



165 
353, 354 
288 
168 



Desertion 307 231 

Discharge 325 244 

Disposition 291 222 

General 289-295,489 222,352 

Liability of enlisted man 11 8 

Loss, damage, or destruction of nonexpendable property __ 13 9 

Preparation 25 17 

Requisition for replacement of property 25 17 

When, used 25 17 

Status card, officers’ 204, 357, 358 153,258,262 

Status punch cards 417 287 

Stoppages, precedence 266 196 

Supply officer (regimental) : 



Functions 155-159 102 

Responsibilities 155 102 

Tables of Allowance 158 103 

Transportation platoon 159 103 

Survey, report of 22 14 

Tables of Basic Allowances, classification 9 7 

Tables of Organization (regiment and service company) 142, 143 93 

Time lost 234 171 

Transfer (of enlisted men) : 

Action by — 

Company commander 299 228 

Unit personnel officer 299 228 
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Transfer (of enlisted men) — Continued. Paragraph Page 

Equipment of enlisted man 11 8 

Pay roll entry 299 228 

Property on 302 229 

Travel; 

Enlisted men 454 313 

Officers-,-.. - 386-392 271 

Orders 448 302 

Pay 254 187 

Trial by courts martial 236 173 

201 files: 

EnUsted 341-346 253 

Officers - 351-353 257 

Unauthorized absences, affecting pay and allowances 266 196 

Undesirable habits or traits of character, discharge for 318 237 

Unit journal . 522 368 

Vaccination 487 352 

Vouchers: 

Accomplishment of pay 388 273 

Company funds 49 33 

Data for pay., : 387 271 

Mileage, for officers on transfer 392, 393 277, 279 

Pay data card 391 276 

Quarters allowance 389 275 

WAAC: 

Appointment 547-558 373 

Benefits.' 579-581 381 

Change of status 559-563 376 

Discharge.. , 564—566 377 

Discipline 567-575 378 

Organization 540-646 372 

Pay and allowances 562-584 382 

Uniforms and equipment 576-578 381 

Warrant, noncommissioned officers 68 47 

[A.O. 062.11 (9-21-42).] 



By order op the Secretary of War: 

G. C. MARSHALL, 

Chiej of Staff. 

Official: 

J. A. ULIO, 

Major General, 

The Adjutant General. 

Distribution: 

B (2); R (5); Bn and L (2). 

(For explanation of symbols see FM 21-6.) 
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